S DOCUMENT RESUME - -

ED 244 339 Yo ' EA 016 766

TITLE o Handboak for COoperative Work Experience Coordinators
' £ oin Qgegdn.f . :

INSTITUTION ° Oregon State Dept. of Education, Salem.

PUB. DATE . 84 , ;

NOTE 246p: | - .

PUB TYPE . Guxdes - Non Ciassroom Gse (055) '

.EDRS PRICE gggi[?@;@ig;gsigogggge. o )

DESGRIPTGRS Administrator Guides; Administrator Responsibility;

- = - — o A pyfhenbenthudl— Susondl AP L e S e =

Programs-'*Fieia Experience Programs; Job Training;

On the Job Traxn:ng, Postsecondary Education;

: L *Program Administration;.Program Development; Scﬁooi
. Business Relationship; Bﬁéondary Education; '

‘ E *Vocational Education; *Work Experience Programs
IDENTIFIERS Oregon - - <

- -

ABSTRACT

- ¢

for managxng cooperatxve work exper:ence programs at Oregon hxgh .
schools and community colleges. The, coordiniator's respon§1b111txe§
have been broken down 1nto specxfxc“tasks and the _steps for .

evaluatxng) (2) guxdance and placement (recruxtxng s*ﬁdents,

appixcatxons) (3) coordination (locating training sites, completing

agreements, correiatxng school activities with training); (4) public:+

relations {informing community; students, and employers aBout the

program); (5) professional development (participation in state and
local worksﬁops and Qrgan:zat:ons . _Separate chapters prov:de,a _
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dinat{ng the Department's efforts _—
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‘or national origin {(Title VI of the civil Rights Act of 1964).

sex (Title 'IX of the Educational Rmendments of 1972 and Title II

of the Vocational Education Amendments of 1976); or handicap

{Section 504 of the .Rehabilitation Act of 1973) in educational
*programs_and activities .which receive federal assistance. Oregon

"laws prohibiting discrimination include ORS - 659 150 and 659 030.

The State Board of Education, furthermore, has adopted Oregon

Administrative Ruless regarding -equal opportunity and nondiscrim-

ination OARS 581+ 21 045 through -049 and OAR 581-22-505.

of the Orégon Department of Education to ensure equal opportunity
in all educational ‘programs and activities and in employment.

It is the policy of the _tate Board of Educatiaf}andg 135&6?&?

The Department provides. assistance as needed throughout the

state's educational- 'system concerning issues of equal _opportu-

nity, and has designated the foiiowing as responsible for coor—

Sy
Title II-—Vocationai Education Equal Opportunity sPecialis

Title VI and Title Ix--eoordinator; Title IV, civil Rights

+_ Section 504--Assistant Superintendent, pivision of ° Special

Education and Student Services

n

Inqniries may 'be addressed to the Oregon Depat tiient of 8ducation'

700 Pringle Parkway SE, Salem 97310-0290 or to the Regional

office for Civil Rights, Region X, M/S 106, 2901 Third Avenue,

Seattle 98121:
.\

N
L all

5212719841000 -

L ]
Yo

.



)

'

Foﬁéﬁoﬁb T X

”his handbook is designed to heip administrators -of cooperetive work .

experience programs gian and develo

L e

. experience is a vital compenent of secondary and community co

) effective'programs Cooperative work
llege programs.

It allows students an opportunity to develop posifive and productive work

habits -before they graduate from,schooi.

Students in work experience

:

pr5§rams generraiiy have a lower rate of absenteeism; a longer retention rate

with their employers, .and are more. comhitted to their jobs. Furthermore:; the

knowledge students gain in the work experience program greatly increases

Cooperative work experience is also an ideal vehicle for developing a

beneficial relationship between the schools and other parts of the -

" community: Since many schools are not financially able; to duplicate the

great variety of equipment and technical expertise found in business and

industry. it makes sense to use the community as a teaching laboratory. In

turn; the community will be helping to train- the workforce- it needs.

-

’

" verne A. Duncan

-’

State Superintendent
of Public Instruction p
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‘b)//’ ' 2. The policies and practices of the student employer are acceptable to
- the community.. ‘ T

3. The management and employees in potential traininésstatians are

committed to the progfam.

4. Students are not placed with employers unS£l the coordinator
believes they- are ready to hand%e the responsibithies of on-the-job ?

- e§periences. B
5. Studen;I;mp}oyers are competent in their occupations and are able B
and:wiIling to train students. , \ 1 -
e s T

i .

D Rsmea ms'rnuc'rron .

- . - ;

L B .provision has bee; de for classroom or .laboratory (shop) o
instruction related to tre student's occupational experiences and

career objectives. . ;'
2. The competencies taught in school are correlated with the student's

\

on—the—job trainiyg plan. - > -

5. Provision is made .for facilities and equipment apprOpriate to the?

occupations to be_taught.
Caréer—related and job—telated materials are available.

4.
5. Students are given'the responsibility, for their own progregss in.the

. prograni=
6. Career ;aidance servtces are available and re?dily accessible to the

students and parents5

7. Provision is made for iﬁdiViduaiiie& learning utiliiiné a ﬁUltimedié »

L ° . system. ® T
) o 8. Provision is made for a systém of evaluation and revision of the
/ . program. ~ 1 - . .

9. " A follow-up system is implemented.

10. A vocatiopal youth organ*zation is an integral part of the

o — )

instructional program.

N .
. 2

E. PUBLIC ﬁétﬂfioﬁs L
£ i ;1: The facu#ty and Zﬁministration have been thoroughly oriented.
2; Students and ‘their parents are informed about the program.
3: Prgcedures of ‘the program have been developed cooperatively between
the. school;, community, labor ‘groups and employers. -

?p 4. Concerneé® groups in thc community are kept informEd through 3
. . o puh@icity progranm. -
5. A system Of regular contacts with potential employers is implemented:
T 6, An _active advisory committee is ogerafing. s

F. srurmm‘ EMPLOYER DEVELOPMENT - ‘

.

;- ’

I+ A system*for training employers has been developed and is utilized:

2. Employers are provided with a handbogk that explains the CWE process
and théir role and responsibility

Y
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| INTRODUCTION . . .

RN B : .
> - . o . -

The original guide for work experience was written in 1973 and revised in

<1974. Since then the emphasis has shifted from planning and setting up -

programs to improving and ﬁéﬁagiﬁa them effectiue1§ 4 .

-

The WECO Board, review team members and the writer of this guide hope that it

will be useful to the work experience coordinators in Oregon high schools and-';-

community ;olleges. Coordinators are encouraged to review the contents of

the guide and use its suggestions to improve the quality of work experience

in their schcois. : o oo
, ' Y4

P

n

s punposz OF GUIDE 7

The coordinator's responsibiiities have been broken down into specif ic Tisks

and the steps for successfully completing each.

For the pIanners of new programs, Chapter VI provides flow charts; checklists

and exampies that focus on planning and implementation of work experience.

Steps are sequenced to help planners pursue a logical development of new.

programs

This guide was printed in 3-hole punched format so that it can be revised éha
updated on a page-to-pade basis. When’laws change and new concepts are
introduced; those pages should be replaced with updated material: Updates on
educational -and legal requirements can be obtained from the agencies listed. .
in Chapter VI. .

“~A glossary. of terms and definitions ~ B

--Lecal requirements ) -

~-gducational requirements -

—=Guidelines for Planning and ImplementatiOn

—-Resources ‘ ) : . ;
Those chapters will serve as a resource for answering specific problems and

- .a5 a source for improving the coordinator's professional knowledge. . ~-

This guide should be adaptable to all work experience problems, iéé&faiégg of
setting. level or school size. o . _ . -
) y =

3

R DIRECTIONS FOR USE OF GUIDE 5 b

. .
—__a

: with an understanding 6£ the generai contents: and Iocations of materials by

chapters, the guide can become a functional reference and still retain the

flexibility for adaptation into a wiue variety of educational -environments.

Chapter 11 will be used on a reguiar basis. Each job sheet’ is categorized

under one of five areas of respon 1ity: A& (Administration): B (Guidance

and Placement); C (Coordination); (Public Relations) or E (Professional”

Development) . Jihe tasks are. designated by numbers under each function.. Hhen
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coordinators approach a task, they can look in the table of contents;

identify its number; o.e., A-9; and locate the appropriate page in the

guide. Eacn task is described on the front of the sheet Gith the backside

showing: operational steps for completing it. Forms needed for completing a

task are found immediarely following each job sheet.

The task sheets are brief and; in some cases; may not provide enough detail

- to satisfy some coordinators. In those instances; coordinators can obtain

e T T T T e T

additional information from the following chapters or seek out further

references from iists in chapter VI.

their local programs than Those models provided in the guide.'

-

[ N - S

CHERRCTERISTICS OF A HODEL COOPBRATIVE WORK EXPERIENCE PROGRAM

/R. STUDENTS o - . : ,
. : k ] . )

abilities.. The students meet requirements of applicable labor laws: )

' 2. B system for admitting students to the program has been deveéloped

jointly witﬁ;the guidance staff,gadministration. participating
employers and an advisory committee.

3. A method of grantifig credit and grades has been adopted:
" pt

Scheduling procedures have been worked out Jointly with counselors. =

staff, administration, parents, employers and advisory committee.

. 5. &Studernits are placed only in work environments which are healthful '

and where safety standards are adhered to:

6. sStudents receive pay for on—the-job training;in accordance with
- . applicable labor laWs. N iﬁ§

. B. COORDINATION - . L B
- . . .p

l.. The teacher—coordinator has coordination time allocated

(approximatel one-half hour per week per student in the programu

2. Each student works and learns under the direction of the training

sponsor during training.

3. Each student works and learns under the direction of a teacher

~ during related school time in the program... s
4. A training agreement and og—tne—job traiﬂing plan has been arranged .
7/ . between the ooordinator, student employer;, the .student and parents.

5. A system of recordkeeping has been developed which includes

,reporting to: the administrators; counselors; faculty, participating

- ~'employers and parents to keep them posted on the. program.

6. The coordinator has a system for evaluating on-the-job experience

and performance:

7. coordination calls are mhde regularly to each training station. -
8. The coordinator implements a plan for inservicing student employers.

C. TRAINING PROGRAM - | A

1. & training plan to describe what each student is to learn is
. deveIOped jointly by the coordinator, the employer and the student.

_ e’
— . .
. .

2
11
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A .
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s
R
organize an advisory committee
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iaéﬁtify educational requirements o
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AREA OF RESPONSIBILITY: Administration A

" TAsk: Organize an Advisory Committes . 1

<

EXPLANATION OF rnsx. : C e

\ -

community Cooperative work experience coordtnators may choose to organize

’ Rdvisory committees provide~two—way communtdations between the school and the

. cluster program committees. Some districts have an advisory council to_serve

Aall program areas. "Central advisory-councils’'can serve as the vehicle for

dealing with cooperative work experience if all clusters are appropriately

represented on the council: ;
The advisory committee can assist iﬁ such areas as:

EY
communication between the school and community

needs assessments

program planntng and curriculum development

selection of ‘equipment

public relations

‘finding training stations for students

student selection 5 R

program evatuatign
v-\’\

NOTES OF CAUTION: Advisory cbmm&:tees have no administrative or

policy-forming power. Minutes of all—advisory comm;ttee meetings should be

kept and sent to the appropriate school adm»”’strators.r

‘$<\g;

-
-

~

) P
’
REFERENCES : FORMS NEEDED:
Advisory Committee Handbook- 1. ;gggé;g of invitation to serve as
Oregon Department of Education * committee members.

2. Program of work--worksheets
3. Meeting agenda--worksheets
4. Meeting minutes--worksheets




CHECKLIST - N o

1. Identify the occupational areas to be developed in the CWE program.

2. Tdentify potential advisory committee iﬁéiiiiiers from each occupational area.

3. visit. potential members to discuss the CWE program. their philosophy of
vocational education; and their willingness to serve on an advisory

committee.

4, Invite seven to nine members who express a willingness to serve, . who have
a commitment. to the CWE program and who have influerice in the community.
Include a st0dent representative. , 1

5. Analyze iember selections to assure that :a cross section of the community
is represented in the total committee.
6. Obtain approval of membership by the school board and administration.

7. Mail letters of invitation to serve on the advisory comittbe.

8. Conduct an orientation meeting to explain the role. responsibilities and

expectations for advisory committee members.
_ _ i > o o o ’
9. Select a committee chalrperson.

10. .Establish a pattern of meeting times; dates and places.
11. Develop a program of work for the committee: o

12. Conduct a minimum of one meeting per quarter: -
13. Prepare and send agendas to all members in advance of each meeting.

14. Prepare and mail out the minutes after each meeting. ; <
t : i
15. Provide recognition for members' contribution, i.e., Parent ~Employer

Banquet; certificates of appreciation.; \

s Z¥esyT P ER4

16: Follow through on recommendations of the committee and report ‘outcomes to
@ the committee: “ -

Evnﬁukriou ' ' . N T

/

The ffecttve use of advisory committees canﬁbe determined by reviewing the

N B
N
P

* . »
oA . . ‘ -




LETTRR OF INVITATION TO SERVE ON __ -~ ..
A WORK EXPERIENCE ADVISORY COMMITTEE _

) 7 - / Qr-ﬁ'

Mr/Mes - - PR . : 3

Dear e A— | :

our school district is expanding and vpgrading its cooperative work .

experience.program. We are well aware that a cooperative education effort
must have continuous® support from business and- industry if it is to be a .
successful program. Cooperative work experience must’ offer benefits to the’. -
community as well as to the schodl: 1In order to implement a true cooperative
program, we need business and industry representatives to serve in an

advisory role to the school district. s

Because of your extensive experience; we would 1ike to invite you to serve on
the advisory committee for cooperative work experience. The committee

assignment will require your attendance at a minimum of one meeting each

,,,,,,,,,,, e - N

school quarter. A planned program of work wlill be déveloped by the committee

to assure that all members have meaningful involvement with the work
experience program: The time, dates and place for meetings will be

S

determined by theé committee at its first meeting.

An organizational meeting will be held on March 11 at . pm in the Board Room

‘at Biggs Community -Gollege. If you have questions about the functions or

responsibilties of advisory committee members; please feel free to contact me.

.
@
- .

: - ' Sincerely,

. >

'Y

]
c\.\
L)
v
\

L
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. ! i‘..‘ 11 N I; . \
S , o 11/ AGENDA WORKSHEET - -
) o . HORK EXPERIENCE ADVISORY COMMITTEE

N,

 Chairperson; __

. Date:

Secretary: _ % ©

Time:

Place:. S

~ Ttems to be Cdnsidered | To be Presented . |.  Nature of Item |

in Meeting by Action | Information

ek

o

i




< MINUTES WORKSREET . -~
WORK EXPERJENCE ABVIS%RY COMMITTEE - 2

' Date: -y Chairperson: L
Time: _ - —AZ Secretary: > -
Place: ° ‘ ' | ;

Members Present: /]

‘77 : ‘/ : ‘ . - ‘l 77

‘ )
E Agenda Ifgh
/ ". - v'~;i
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AREA OF RESPONSIBILITY: ﬁéﬁiﬁistration T , ' A

Tﬁski Conduct Nééds Assessment Surveys 2

.L; I
@ . M

BprANﬁTton OF TASK ST -

Needs assessment surveys are used to_ establish,kho)need for. new programs'
modify existing programs and to justify program expafision. The assessment:
process can be utilized in preprogram planning or/gs;g,tool for program
maintenance or expansion.

¢ LT .
- - . ‘

Surveys should request ;ngcrﬁatijoﬁ' £ rom: L
e ‘ 5
e students . : T ,
e parents and instructors . ' SN
® School .

Pl

Surveys must be concise and readable, easy to answer and tally éaéiaiaafafg

should carefully screer the survey items to eliminate nonretevant matepials.

The survey must be constructed in a manner that allows a quick response and
easy tally of . results.

- o

Once collected, the data -"ould be summar {zed and conclusions dee for eacl

item ‘on the survey:. support data is necessary to show why the conclusion was

_made. Graphs, charts and tables are a good’ method for making visual displays

of data.

[XN

when presenting the results of assessment surveys to. administrators and

school board members; it is advisable”to provide written_ copies of the report

EUQ,Eﬁgﬂ,@EkE,EH oral presentation on the findings, conclusions and
recommendations,; using visual displays such 8% traﬂsparencies or charts to

highlight data.

ﬁé?éﬁﬁﬁcss; : ' | " FORMS® NEEDED:

None ;; | Student Interest Survey

Community -Survey

v

o R 7 School Inventory Survey

Cover Letter for Surﬁé?,

\. t\ |
23



S ~ . - ; ; . . ? . : . 'ﬂ
CHECKLIST: ; o . - -
CT : . - b} ) -
1. Obtain administrative approval for conducting a needs assessment.

e I P —— - A

i.'Establish an ad.hoc committee to assist with needs assessment.

97 Review and validate the guestions witﬁ the ad hoc‘committee.

5. conduct the survey (maii or oratl, intgrview). tally resu&:s and summarize ;

with a conciusion for each survey item

\T
»

6. Develop §ra§ﬁ§, charts and tablﬁs of support data. T ) T
" 7. Review and revise Eindings withgthe ad hot committee.' - . SN
. — . Ut _ ,',,"7 . ; ;; o :
.# 8. Report fiﬁ in§§ to administrators and school board.: T ‘ ] ¢

o

9. Make recommendations for the next step in planning andlor modifying the
work experience program .

7

. EVALUATION: h o e .
B T T ! L e
s Acceptance and] support’ of recommendations by administrators and/or Board.
. . . . N - ° --’ E
; ’ ;
¢ ) o
. . {
_ - -
[ .- 7 -
° .
. .o
2 ) .
. _ ° i v
21’ f S
TR




. ™~ N ) ) 2
- | STUDENT“INTEREST suRvey N
. ] o — 3 N . F
K - N L . ~ . ot ,b’\\
Name of -.Student - * . i} N
Date i d | Age  _ ; R
/7 _— R 4 . \\
Class__ \
Occupational Goal . ’ L A
] | N s .
- Soc1a1 Secur1ty No _ Drivers License No. R
. ] ot ) . ~ ° . &
1. I /am enp]oye esently: YES - ~NO . % - L T »
Otcupation B S ‘
] Name of Employer. )
' ddress of Employer )
B -
P S S— s X
. /‘P.hone Number of Employer ) - . e o
@ S o i i . . i L . . )
~ 2, I am<n_ school r*]*"*éd timé for work: YES®™ Y NO :s —_—
ﬁ. I amfrece1v1ng school cred1t For Work exper1ence YES - ,"nO
}%#ﬁ I want to know about rece1v1ng cred1t and/or ne]eased t1me for work
,/ ‘ exper1ence ~YES“ . NO .. 7 _ :
5, \§;an not’ current]y work1ﬁg, ut I am 1nterested 1n a york exper1ence -
6?6§Féﬁ YES -+ NO o
5‘ 6. "I am working and feel I would 5éhéf1t fFém add1t1ona] c]assroom
/ | tra1n1ng‘that wou]d he]p me do a ﬂitter aob YES"' NO
i; 7. 4 but Would like further 1nformat1on CYES - NO
./ 8. 1 do not unders$tand the work exper1ence program but wou]d like
= 1nfornat1on about it: YES. . NO___
. 1
¥ ; g .. .
3; ‘ s ‘-
: " |
.1 k"
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COMMUNITY RESGURCES INVENTORY

. _ , .. - -
The Work Exper1ence Adv1sory Comm1ttee of _.School Fs 2" .
attempt1ng to identify community’ resources that could help support the .
Hork Experience Education programs. The purpose of this=~inventory is

te 10cat3’work,statibhs, facilities, speakers and/or ?unds té support
these programs. . 3
Naiie , T : AeeglggPhone _ .
{~ Address: N ® -,
Type of “Business: - S - .
Ry } z > — — - P

* _

__— 1. iinuld you Be willing to have groups of students visit your business

or plant? YES___ NO___ _ C

2. What size groups cou]d visit? ’ I
. (iarge: 20+) _ - {Smal1¢ > 2-10]
< (Medium:~ 10-20) Aeeeeef(Ind1v1dua1s) . T
3. Nould you be willdng to ta]k to c1asses about your occupation or
demonstrate your occupation in school? YES NO.___ < .

4. Would your firm hire §fudents part time: from the schoo17 YES *NOJ
T Would You be willing to giye some on-the- JOb tra1n1ng te students as -
S a part of their school wor®¥: YES NO -

6. For Pay’ YES NG,, ) : '

7. What kinds of jobs are or may be ava11ab1e fd? students7 g%

- Jobs: 1 , -
. 2 ‘ . .
o 3 T — - .
Duties:] — - ’
.  — '
; -

4

tun1t1es in your. business? YES___ Ne
9. Would. you be w1111ng to share these with the school? YES. 26

18; Does your firm earmark funds to support local schoo] educat10
activities? YES Neeee,,.

8. Are there tra1n1ng mater1a1s, sem1nars or on~s1te mra1n1ng oppor%

©

11. Would you’ be willing- to d1scuss ‘cooperative act1v1t1es ‘With ©
advisory committee? ‘YES No,u_f .
ETE o - LTI /
‘-' . S I s ’ . SR 7/ ~7.
i a . * hd - /A'“W - A -
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NOTE:

SCHOOL RESOURCES INVENTORY

i

Scaoo] Fac|11t1e§ ' ' ' )

: ppeesal I P ———

\A D00 ~L.GYOLE W N 1—
—
Y
.
\

Please 1rd1cate whecher or not the following are ava11ab1e
' to the WORK EXPERIENCE STUBENTb -

°

Tools in shops -
Equipment _in shops or c1assrooms
individualized -study materials
frem abeve clusters _ .
Small Group Conference Rooms
Guidance_Area. ,
Teacher Planning Area ]
Library-Career Ed Materials . -
Techriic¢al Materials , -
Audio Visual Materials A

Med1d Resources
-Career Resource Center i
Vocational Guidance Kits -
career Films —

Career- fa1mstr1ps/Cassettes/Records —

Videotzping Equipment -
Camera

Occupational Br1efs

Facu]ty Resources
Staff ‘with industrial experlence
Special training in Career Educat1on_?
Related, hobbies - B

’ s

Comaunity Human RESOUFCES :
Resource file system

Field trip file system ) I ;

Potential speakers . . o TEEE .
Potential cTassroom aides ST

. 7 : .y = =

there a "yes" answer appears, p]ease 11st ava11ab1e resources

;;7

17



COVER LETTER FOR SURVEY

¥l

Dear - Lo . o S /

D1str1ct is in the process of surveyvé;

‘ comnun1ty 1n an attempt to determine thefdgs1rab111ty/and need : i
for including a Work Experience Educat1on program 1n the schoo] ©
instructional program. : s

Such a progggmfygg]Q a]]ow students to obtain 6h’tﬁé:jbb ti&ihihg' -

a]oﬁ@ with related classroom instruction at_schogl. I most cases

this would involve released time from school to report ¢o an on=

the-~ JOb training station and the grant1ng of school credit fer

such training:

Enc]oSed\you will find our rat1ona]e for Work Exper1ence Educa-
tion and a short quesﬁonna]re asking. for gour opinion regarding
such ‘a program:. _Please fill in the blanks and return the ques-’
tionnaire to'us in the self- addressed return envelope.’ : :

>

Thank you for he1p1ng s with tb1s phase of our E‘dy.

Sincere]y;

Chairman of
Study qumit%ee

¢l

Cal
[}
Y4




AREA OF RESPONSIBILITY:~ Administratidn . R
" TASK: - Identify Legal Requirements - , - _ P .3
- - SR ' s : o S
) —2 e - e - X E
EXPLANATJION OF TASK: , e S
. ° . L ‘ )

-
- work experience education programs must be carried out in conformity with - -
unlion contract provisions and federal, state and local laws apd ‘regulations.
.Wherever ‘both state and federal laws apply, the law sbtting the higher )
standard must e observed. St%te and _federal labor Jaws are complex and will

be covered in more detaill. 1n Chapter*IV . ‘

work permits : B T K
age limits . - . E

[ T I i

minimom. wage

' subminimum wage' . o ’ S

houtrs of work . .

insurance

chiid iabor laws

government agency empioyment c : .

hazardous occupations orders 3 -

S\

5pecia1 payroll status affecting work .exper ience i

See Chapter VI (Resources) for names of publiic agencies that reguiate the

ltegal requirements for work experience. Names;, addresses; teiephone numbers

and types §f information and services are listed for each resource agency: .
F

:
: A
“t
-
REFERENCES : o ! FORMS NEEDED:
None . s . None




CHECKLIST: .
f4§$ ' ,
- G .z - - e
1. M#fntain an updated file of statutes, laws and regulations affecting work
experience students.
2. Rnalyze new laws and Statutes to determine how they will affect the
program. : -
5* Keep a quick reference system for interpreting Iaws for speciffé
appitcations in work experience program

SEE GWTER IV OF THIS GUIDB FOR HORE DETA LBD INFORMATION ON LEGAL

REQUIREMENTS OF WORK EXPERIENCE' KND CHAPTER VII ‘FOR AGENCY INFORMATION.

»

TN -

S

8




AREA OF RESPONSIBILITY: Administration , A

_ o _ o o o\ . -
TASK: Identify Educational Requirements : _ 4
— \

\

\

, EXPLANATION OF TASK: :

-

Cooperative Work Experience is approved if it meets tﬁe‘criteria established

by the Oregon Department of Education. This criteria is based on quality

standards that exceed the Revised Hinimum Standards for Oregon Schoo:-

work experience coordinators shouid keep current on the state requirements

that affect their program. A more detailed explanation of the educational

requirements is found in Chapter V of this guide. A coordinator should be

concerned with:

revised mi mum standards .
oregon Degartment of Bducation evaluation and course approval criteria

criteria for reimbursement
vocational certification requirements
requirements for related instruction

statutes. Regional meetings, conferences and seminars will hetp the
cooruinator learn about Such changes.

Educational requirements are frequently changed by revisions in poticies and

a

An Ozegon Department of Education specialist is available to provide

coordinators with jechnical assistance: For questions on the educational

requiremernits of work experience, contact:

Oregon Department of Education
700 pringle Parkway SE

Salem, Oregon 97310
Telephone: 378—5859

< THN FORMS -NEEDED!

None ‘ - None _

o

N

9
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.|

CHECKLIST: = -

1.

2,

3.

- ~

Ask the CWE specialist at the oregon Department of Education for current
informatjon on, s

\‘ - -
—-requirements for program approval i

——criteria for program evaluatign

--vocational certification requirements

* ——vocational reimbursement

If necessary request further clarification from state specialist on

unclear issues. A ? . 7 j§§;

Attend meetings, conferences ‘'or semlinars that deal with changes in

educational requirements. 8

EVRALUATION:

°

requirements:

o

An appraved vocational program is evidence of an undcrstanding of the Oregon

L
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ARER OF RESPONSIBILITY: administration : - - A

_TASK: Write Program Goals o : ' 5

EXPLANATION OF TASK:' - - 5

The level of specificity for program goals is determined by the relationship

between district; program and course goals.. Program goals further amplify or
clarify district goals; and simultaneously provide the foundation for the
development of course goals. Consequently, program goals are more specific

than district goals; but less specific than course goals.  *

Program goals establish'the limits of instruction within program areas. )

Program goals are utilized to assist planning, budgeting and assessment at
the district lével. Moreover, program goals provide guidelines for needs

jdentification; priority setting and program development within program areas.
Chiracteristics of ?tagraﬁ Goals

Distinguishing CHAtactérig;icé of ProgramjGoals -

Individual program goals

must be learner outcome statements
should be.stated in general terms

~ ‘Set of program goals
: S e
e must describe the learner outcomes desired upon completion of all

experiences within only one content area.
e e S A
The following examples are offered as agulde-for coordinators to use in

developing their own program goals. Students will:~ .. ~

know and be able to apply .successful job search techniques: -
develop positive work habits. -

be able to plan vocational activities to balance and enrich vocational
Putéﬁitg. N S o i : .
kniow the occupations available in the community.

kiiow the skills and attitudes necessary for successful employment.

o0 @
4

' REFERENCES : FORMS NEEDED:
. ' ¢ ' s

~

None : .. coals worksheet
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.

N

w

d v

?K IST ; .

COldect werk experience guidelines and handbooks from exemplary programs

for sample goals.:. ) /

/

T~

.
Voo

Hbrk with the advlsory cemmittee to establish program goals.

Discuss goals with school administratq;s.

4
!

. obtain administrator/Board approval for goals:

S

\\GBAES WORKSHEET N | JZ/ '

~_ PROGRAM COMPONENT
~(What I Can Justify!)

T,

" GOAL STATEMENT - /
(What is to be Done About Ith)

o

el e y,
Voo et .
[ .
S . .
. o ‘ ,

f

- _ Vs
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AREA OF RESPONSIBILITY: Administration .

ol

_ TASK: wWrite Course Goals .

>

H

Ei?tﬂﬁﬁiiéﬁ OF TASK:
Accordinc to the minimum standards, course goals are-required only for grades

~~nine through twelve, but can be set for lower grade levels:

The level of specifiedty for course goals is determimed by the relationship

between program, course and instructional goals. Course goals further
amplify or clarify program goals, while providing a foundation for the _
development of instructional goals. Imstructional goals are very specific
learner outcome statements which describe small learning sequences within a
course or unit of study, defining daily or individual learner,outcomes. -

Consequently, course goals are more specific than program goals but less
specific than instructional goals: e

Course goals set the guldelines for instruction within course<or units-of
study. They assist course planning, curriculum development and assessment,
as well as the allocation of funds within a program. . '

Characteristics of Course Goals “ o o
o 7§777”777 R _ . N t
Individual Course Goals

e must be learner outcome statements -

e shouid be stated in specific terms .
®* should include "will know;" ”§111 be able to," or “"will value"

- get of Course Goals

e must describe the desired learner outcomes for only one-course or unit of .

Examples of Course Goals:
The students will be able to construct both monthly ‘and yearly budgets.
The students will know the ways in which "body language" affects

communication.

. REFERENCES: - ' ‘ FORMS NEEDED: .

instructional Plan--Worksheets




CHECKLIST:
I ) - ) o B
1. Work with the aiaiiis’o’gy committee to establish.course -goals.
2. Discuss course goals with school administrators.

3. obta‘% administrator/board approval for course goals.

e -~
== I -~

s B
"

&
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GAREA OF RESPONSIBILITY: Administration . : ' A

N

~ TASK: Develop Instructional Plans

]

EXPLANATION OF TASK:'
L P

once the program and course goals have been established for a work experience

program, specific plans can be developed ‘for delivery of instruction. An

instructiopal plan should be simple ai concise in format and neasurable in
content. A good plan must 5nc1ude°

goals and objectives (oajectives are the specific aﬁd measurable

™
components of a goal). . !
® activities for meeting these goals
e timelines :
. ® person or group responsible for making sure each acttvtty is compieted on

-time e
- -

In addition. it must b:;specific enough to provtde the coordtnator wtth the

steps necessary for operating a successful program.

The cdmpletéd plan should be reviewed and revtsed by the advisory committee

and administrators. A final copy. shoutd be submitted to administrators
and/or board for approvai. o

N - o

+

di

REFERENCES: _ FORMS' NEEDED: )
: . -- ¢

None ' - InStructional Pian—-worksheets
- ﬁt —




- - - g

.. CHECKLIST: . -

i:

Dupiicate the blank worksheets for instriictional planning.

. Develop objectives For Fulfilling each program and course goal

(objectives are tﬁé.C6ﬁ§6ﬁ§ﬁt§'6f a goal ahd are usually more specific
and measurable). o
Identify specific activities and strategies for meeting each objective.

Set up a schedule with dates fbr'begigniné and completing each activity:

Identify the person responsible for completion of eagh activity; i.e:;
advisory committee, coordinator, student. .

-

~ . _ ~ o . 777!77 o
obtain approval of the plan by administrator and/or Board.
Share coples of the plan with all parties concerned with its:

implementation; i.e., advisory committee; administrators.

EVALUATION :

A completed plan that includes the detatis of instructional delivery: what

goals are to be met, how they are to be met; within what timeline and who 1s

responsible for making sure, all activities are completed on time.

i

-

¢



OBJECTIVE

INSTRUCTIONAL PLAA

- ACTIVITIES/STRATEBIES

-

TIMEthé‘P)ek

RESPONSI

AGEN

f
gnm

o

'Y

COMPLETION |




- ARER OF RESPONSIBILITY: Administration A
TASK: Develop Long-Range Plans 8

< .

EXPLANATION OF TASK:

A five-year plan 15 an effective tool for developing and managing vocational
programs in secondary schools and community colleges. such a plan outlines
the steps for implementing each of the major components of a program.

completing a program assessment, the coordinator cam write the cur rent status
of each component in the space provided and project 1ts development over the
next five years. - :

on page 33 15 a sample worksheet for recording a five-year plan.. After

> . . _ ,

- REFERENCES: FORMS NEEDED:

None Long-Range Plan Sheets .




CHECKLIST:

1. conduct a progr i assessment, utilizing the assessment guide for work

2. Enter program componentS into the left column of the long-rande plan
sheet .
3. Enter current status of progféﬁ in the “present” column of the plan sheet.

q. Identify model features for Cbmptetety devetoPed program and enter into

the five-year column of the plan sheet.

5. Distribute the developmentat work load in columns 2; 3 and 4 to raise

each component from "what.now exists” to "what should be" in a work
experlience program. If a component is fully developed to your

satisfaction, draw a 1ine from present to five year. When a component is

complete in the first year or. two. draw lines to the five-year column.

Share the five-year plan with administrators to determine its feasibility

and obtain their commitmeht to the plan. - i

[o, 0

obtain approval of the administrator and/or Bbard.

~J|

Post ‘the completed plan on the office or classroom wall for sharing with

other staff and students- \

-y

9. Update the plan each year so that the work experience program is planned

for five years ahead at all times.
EVALUATION:

devetopment.

o
w

@ I
X




LONG~RANGE PLAN

PRESENT

Year 1 _

Year 2 | Year 3 | Year 4 | Year 5 -

N
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N
kﬁEﬁ OF RESPONSIBibiTY. Administration - ‘ _ . o A

U
i

Tkski stablish Policies and Procedures for OPeration of Program <9

b

EXPLANAT.ON OF TASK:

A set of policies 1§ neces®ary to assure consistent quality of work =
‘experience education. The relationship between school and employer requires

“that clear-cut policies be established for all matters that involve students

in the School. Usiing the instructional plan as a guide. identify those

policieg needed to carry out the activities of the plan:

Procedures must be developed for efficient operation of the work exper ience

progran. The instructional plan can also be used as a base for developing

procedural steps for program operatton.

Once the policies and procedures are identifted, they should be reviewed with

appropriate administrators to assure that they do not confiict with the

policlies and procedures of the school: The final copy of policies and

procedures should be approved by the échool administrator and/or board.

Policy and procedure guidelines do not need to be extensive or elaborate.

They should be developed in advance to prevent problems rather than arise as

the result of an inctggpt. )
7

Some areas that need policy ‘and procedure guldelines are: (Examples only)

establishing work stations ,
evaluating student performance _ )
coordination and termination of work stations N
recruitment and selection of " students :
handling public relations for program
student responsibilities
éﬁplbyér'régpbﬁgibilitiég

. . <

. REFERENCES: E ¥ FORMS NEEDED:

None . . - : None

. .8



g

CHECKLIST: - ) " , . . L

1. Identify specific areas that requtre established policies and

procedures. (Use 1nstructtona1 pIan as guide:.)

v “

o
i

2. Determine specific polictes needed for each area.

;

3. Review work experience gutdeitnes from other schoois for sampies of

By

policies. - : . -

4. Plan procedures for each area: Review guidelines from other schools for

ideas. 7 .
5. wWrite policies and procedures:
6. Réview policies and procedures with advisery committee.

7. Make revisions based on advisory committee recommendations.

8: Review the revised copy with administrator.
9. Make Final revisisns.

_10. obtain approval of policies and procedures from administrator and/or . :
a * board. - -

11. Use golicies and procedures tgfegg;gi’n the program operation to other - ‘
staff, counselors, students and community.’ -
EVALUATION: -

The evaluative evidence is a concise, readable set of poiicies and procedures

thét define the delivery of work experience education.

Y
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RGtES AND RESPGNSIBIHTIES

<

STUDENT/EMPLOYEE RESPGNSIBII;ITIES

A. The student has the overall responsibility to see that all requlrements of the Cooperatlve

Work Experience Program are performed as spelled out in this handbook. In the even some of the
requirments are not met; this will result in the student being withdrawn, havlng a grede reduced

or glven no credlt
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Goordlnator -
. Complete and slgn a Tralnlng Agreéement before startlng to Work'
. Meet with the lnstructorlCoordlnator and discuss tentative objectlves

Complete and sign the l!earnlng Objectives to be returned to the Gooperatlve Wo f’ ence

m o Ol

. Coordinetor"by the end of the second week of enrollment
. Turn in all reports as requested by eadh curriculum.

F
G . Attend all semlnars or individual facultyistudent conferences as deslgnated by each currlculum .

Cooperatlve WorR Experlence at Chemeketa Communlty College utilizes faculty members as Instruc-
tor/Coordinators. Their role consists of the following: :

A . Advising students on a one-to-one basis.

B. Assist students in developing Learning Objectives. .

C . Assist employers in evaluating the student’ § success in achlevlng stated Learnlng Ob]eetlves

D . Serve as a liaison betwesn the college; the student and the employer. e

E. Coordinate the related Ingtruction of Cooperative Work Experience with students’ gurrlcula The
related instruction phasg |ncludes the seminars and a learning plan for each student.

F . Visit each stutlent at least once per term on the ]ob and dlscuss the students’ related Instrue"llon

~ with the employer: : o

G . Be responsible for grading eaeh student at the end of each term

EMPLOYER RESPONSIBIHTIES ‘
Agree to partlclpate in the Cooperatlve Work Eg(perlence Program

. Assist student-employee in.developing and achieving ob]ectlves

Partlclpate in student evaluation and sign tralning agreement.
. Contact the €ooperative Work Experlence Coordinator or lnstructorICoordlnator If qUestlohs“on

problems arise.

ROLE OF COOPERATIVE &onx EXPERIENCE COORDINATOR

O 0w >

e e e L e el _______

Develop Gooperatlve Work experiehce training sites for student placement.

Coordinate the Training Agreement, Learning Objective Contract and the Finai Evaluation with
the cooperating employer.

. Visit each student at least once per term on the Job and discuss the student’ 'S related Instructlon g
with the empioyer.

ml}l

o

. Serve as a llalson betWeen the college the student and the employer
Coordinate the evaluatlon process for Cooperatlve Work Experlenee students

mlUl

y SITE VISITS

At least one visit per term to the student‘Ss place of employment s requlred by the lnstructorICoor-
dlnator or Cooperatlve WorR Experlence Coordlnator :

B . Other visits may take place if required by the lnstructorICoordlnator Cooperative Work éx-
perience Coordinator, the student or the"employer o

37 43




AREA OF RESPONSIBILITY: Administration .. A
| TASK: Evaluate and Revise Program .o | ‘10 %
. Eprrmﬁrron oF TASK: . .

Regular evaluation 15 essential for improving work experience programs

Planned evaluations are an effective way to determine the need for changes

and modificatlons.. Evaluations are gonducted on charactefistics of the

program and the success of its students. -

The evaluation guide in Chapter7YI;79ut;ingsftgefgharacteristics of a quality

program. Program characteristics include those iteéms that define quality

standards for work experience.\ These include:

.1
° i - advisory committees; coordination time, related
: instruction, schedulinglfgreg;t arrangements; etc.
° s - basis for course materials; adequacy in meeting
~ Student needs, correlation with other Cclasses.

o. ‘physical facilities

‘@ nstructional staff - experience; professional ‘development .

o struction - individualized, field trips, etc..

° ial materials - multimedia; resources, etc. _ .

O f evaluation - job performance; follow—up. ) . o : -;?

students are the most va113 indicators of program_ effectiveness. Some areas

" to examine are: . (Procedures for follow-up in Bll)

S

follow»up data from graduates and employers

relationship of job to training

additional training’ needed on job .. . o v L\_/)'

job retention

employment in related jobs .

‘evaluation of job performance by employer=

0 0 0@ 0

- Programs must ‘be revised on the basis of evaluation findings., The

recommendations should be integrated into the instructionai and long—range

plans for the program. o K . . . .

Advisory committees shéuld be involved in &1l program assessments and/or

evaluations: -
- ? ;‘
' REFERENCES: L FORMS NEEDED: :
" nssessment Guide -\ODB ) Norne




CHECKLIST:

1.

W
.

o
L

JA\ w‘

ol°

10.

11.

ii;

records, foiiow—up data; etc.:

.o LI :
Select an eveluation instrument that defines the standards of a quality

program.

. Determine whether a self—assessment or third—party evaluation will be

conducted. 7
{

. Schedule evaluation and notify eveluators. : .

-Collect necessary background information forms’, poIicies. procedures,

. Arrange work space, 1odging. meals; " etc., for evaiuators.

. Provide evaluators with an orientation to program; the school district _

and community.

Allow evaluators to talk with administration, steff, students and i .
emp loyErs ébout program. . [ -
Provide support services, information and resources as requested by
evaluators and nemain eccessible throughout evaluation. . -
Perticipate in the exit interview with eveluetors to discuss general o
findings and respond to questions. _ {:
Review written report Ereﬁ evaluators.

!
Integrete recommendetions into revisions of instructionel and long—range

plans.

ﬁéie‘program revisions and modifications according to plans.

.

EVKLURTION.

Bvidence of4chenges in instructional and long-range ptans that result from

recommendat ions made on evaluation report.
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AREA OF RESPONSIBILITY: Administration ' } A
TASK: Make Staff Assignments . - : . ooar

EXPLANATION OF TASK:

The functions and Jobs listed in the table of contents outline the job
description of a work experience-.coordinator. Using this list, the

coordinatpr can develop a job description that:

is consistent with the line of authorify for the local school/college™

specifies the duties and responsibilities of the coordinator:

:

@ 1s consistent with philosophy of the school/college._ N
e specifies the conditigns under which the program will operate.
[ ]

Coordinators should be selected on the basis of -their: S s
e g B PR  P
e ability to relate to employers, parents, students and other school staff:
®

initiative for making contacts, setting up work stations, coordinating

with employers on student problems and developing training agreements and

pians. :

‘e" past work experlence that allows them to understand the problems of® the
. work place.. ] S : S ’

e ability to keep logs, records and reports.

e ability to follow through on jobs..

Secondary teachers must have two years of occupational experience in order to
obtain vocational certification. Occupational experience should be evaluated
in. terms of how recent, quantity and quality: - supervicory experlence is - .
.valuable because it gives the coord r an insight into the perspective of

employers and positions beyond the efitry level. Those who enter work. o
experience coordination from business and industry must meet the requirements

for special vocational certification as defined in Chapter V. -

teaching load and may not possess .the desired ackground for coordinating -

Sometimes staff are assigned to work éiﬁéiiéﬁeg coordination to £ill out a
work éip@tieﬁ;p;i7197§ggsgigg§gs;,é thorough oric ation and inservice must
be provided to the staff member: ' : SR

the recommended class load for secondary school coordinators is 15 students
per class load. A full-time class load for community college coordinators is

60 students. The community <college class load will depend upon the levels of

development of the existing program.

- administrative responsibility assigned to the coordinator and the level of

REFERENCES: _  FORMS NEEDED: |
 §xampié Job Descriptions oL None




\ CHECKLIST:

1. Develop/obtain a job description for work experténce coordinator.

— N

2. Revise the job description to fit Iocai schooi phiiosophy and needs of

program. - : N- . ~. . . J,!-N

SffRecruit staff and examine their backgrounds and work experience records

to determiqe if they can obtain vocational certification.

!

. Assign or hjire staff to fuhﬁili the duties ‘and responsibilities o% the
. Job description.: " . . Lo s :

™~ RE
: Assist staff in becoming vocationally certified.

Ol

o

: Bstablish minimum and i:ximum class loads for coordiiiator. e
7. Identify inservice needs of newly assigned staff

8. Conduct orientation seZsions for new staff

9. Establish inservice schedule for new staff. C . o
EVALUATION: | o -
Competence of coordinators in carrying out the duties and responsibilities of
the job descriptica e . _ - . : o
. i
; (
, .
7 -

oy
~F/

© s




AREA OF RESPONSIBILITY: Administration ) : A

i

TASK: conduct Orientation Sessions for Staff and Student Body _ 12

<« "

EXPLANRTION OF TASK:

Planned brientatton sessions for the staff and student body’are essential for

full understandtng of the program. Sessions for secondary schaols should be

conducted during spring term prior to the new school year. Advance ‘

registration will identify ‘the occupational objectives of students and allow

the coordinator sufftcient time to establish work statibns for the coming ,
year. ,

orientation sessions. should provide essential program informatton wtthout

overwhelming the audience with too much detail. Presentations must be

concise and supported with wisual materials and handouts: A poltcies and

procedures guide make€s an -excellent handout and provides content for oral’

presentations of program to staff and students:

ééiiééé 6fiéntati6ns for students and faculty: should be conducted in.an

ongoing format prior to registration perlods. This can be done by visiting

aoccﬁpational classes or conducting advertised seminars:

-~
_ .q )
REFERENCES: .. - gomss NembeD:
"Handbgggffor Planning; organizing, self Agsgggmentﬁgheékitgts
Conducting; Evaluating and Revis- . ~-Introducing A Workshop
ing Workshops" - Linn-Benton - [--Illustrated Talks
Community €ollege and Oregon —-Summartzing workshop

Department of Education ", ‘ ‘ -




CHECKLIST:
‘1. Plan content, structure and format of orientation session(s) for staff '

and student body; based on:

i

--local needs and/or areas of confusion. o
o ~——policies, procedures; goals and Benefits of work experience
. .education. .
: —-time needed to present information.,

-—interval between sessions——1f more than one.

2. Determine techniques of delivery most appropriate to target groups’vi e..-
illustrated talk. simulation. etc.

3. Select and/qg develop materials to be used in orientation sessions.

5. 8chedule time, place and date(s) for orientation session(s)

6. Introduce the session by stating objectives. how they relate to
participants, and What 1s expected of them. R

) 7 Present materials. Use handouts and visuals and invoive the participants

through a ‘question and answer technique.‘
/8. summarize key points of the presentatxon;-'“u

9. Evaluate orientation session(s):

10. 1f necessary revise presentation to improve its effectiveness in the

future:
EVALUATION: . - 7 . o
77777.77777 - EV,,,,TJ‘-,,, - : ’ . "'\;:1
Enroliment in work experience program.- SRR C .
staff support of work experience program. s e : o

b
7
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Bb?—ﬁSSBSSﬂT CHECKLIST FOR—GONDU@PING—B—UORKSHOP Y A

Q \Q"\Q-\q @

12
g.
= =
& m £
-l / : [om]
: - .. . 2 = 49
INTRODUCTION . = S 8 <=
: - = & w
I'. Clearly stated objectives of workshop:. 3y, 2 1 o-
ﬁ,ﬁ, Bxplained impor tance- of objectives-and how the 3 2 1 0
’ rkshop relates to workshop partic;pants:ff
3. Explained what will be expected from parttct— 3 2 1 0.
pant during and after the workshop. _
_ 4. Allowed participants to ask questions. 3 -2 -1 '.0
5. Used instructional aids to enhanc 7§ntroduction. 3 2 1 0
6. Made an interesting, enthustasttc and ﬁotivational 3 ‘2 1 -0
fintroduction , ) ] .
BODY OF PRESENTATION o g .
> 7. information was “Suited o participants level S '<3 "2 1 o
- of understanding., - Sl e
‘8. Key points were ijlustrated.. : 3 2 1 0
'9: Participant feedback was used to evaluate the talk. 3 2 1. 0
10. Audible speech was. utilized. 3 2 1 o
11: pistracting: mannerisms or expressions were avoided. 3 2 r -~ 0
12. Eye contact was maintained with audience. 3 Zf/;:i 0
13. Analogies uséd during the talk were eppropggatg.ifff 3 2 1 0
‘1i; Frames' of reference were rélated to point being made: 3 2 1 0
SUMMARY _ C : : o o :
15. Reviewed main points of worggljgp: . 3 -2 1
16.. Made -brief summary of main points. 3 2 1
~17. Tied important points together in iogical sequence. _ 3 2 1
18. Asked for questions and comments from participants. 3 2 1
19. Bxplained where further information might be obtained 3 2. 1.
- &r advanced workshop were to be conducte x ) L -
20. ‘Clarified what partictpants had accomplished in 3 2 ‘1 0
. workshop.- o, A e 3 o
- - : " '. uj'. -
]
» r’f{' ) ‘5 R

’
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SIBILITY: Administration

.?‘

TASK:® Secure Resources for Program _ 3 S i3

EXPLANATION OF TASK: - L ' S

Coordinators have many resources available to help them plan and operate-a

work experience program, including persdhs from all areas of the community--

business;, industry and labor. Financial resources; such as federal grant
funds, local industry contributions and private donations are often éVéiléng.
Creating a resource directory which inciudes the names and addresses of all

potential contacts helps the coordinator locate such individuals quickly./

. An organized approach to the use of resources involves timely éétiéﬁa'§§53

scheduling techniques and follow-through on commitments. Recognizing the
efforts and contributions of community members is also essential for
long-range sucCess. : : . o

1

— ra

REFERENCES : - : : FORMS NEEDED: ' .

Norie ' . . School Resource Inventory
‘ - " Community Resource Inventory




CHBCKLIST :

_ 1. Conduct a sghoot resource tnventory to determine what is available to

work expertence students at the school site.

_ --vocational cluster programs

" —-equipment and tools s

--media resources

——staff resources

2. Identtfy outside resources that can assist with thé work experience

program such as:

. ——professional organizations (WECO, OVA) L
--agencies (ODE; OOICC; CIS; Employment Service. SBCCVB)
——employnrs ,

—--parents
3. Becide what materials and supplies must be purchased for the program.
4. Order materials as early as local school purchasing policies will permit.

5. hrrange for use of in-school resources well 1n advance of the time they
are needed. ) ’

a

6. Arrange Eof use of outside resources well in advance of need:

1. Schedule use of resources ‘for full utilization and efficiency: -

. BVALUATION:

The quality of work stations and reiated vocational training programs.

(in-school), as detétmined by assessment procedures. serves as an indicator

of the coordinator's ability to develop resources for a quality ‘work
experlence program. -

o
-]
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AREA OF RESPONSIBILITY: Administration R

TASK: Provide Work Experience 0pportunities for‘Spediai Needs Students 14

)

EXPLANATION OF TASK: .

Students with disadﬁgn:;ges and handicaps are sometimes difficult to place in

job sites. These difficulties artse because employers.

o do not understand the potential of special needs students in productive

work settings:

® do not know how to relate to handicapped persons.

e fear that special needs students will require more supervision and

instrdction than the firm can afford to provide

The special needs coordinator can expand the opportunities far their students

e conducting an ongoing public.relations program that emphesizes the
potential capacity of speclal needs students. -~ = .
working with individual employers to 1denttfy jobs that special needs

®
- students can sudcessfully perform.
e explaining to employers the role of the school trainer in providing
. supervision at the job site.
‘e 1identifying job sites within the schoci district:
e identifying job sites within public agencies.

The special needs eoordinator must wcrk harder than a reguiar CWE coordinator .

in establishing training sites, and must maintain strong bridges of ’

» coordination and cocperation with the sponsors of work sites.

REFERENCES:: ‘ ‘ FORMS NEEDED:

None ' None

53
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CHECKLIST: . -

1. C

speclal needs work experience students at school sites.

--1dentify trainers - professional; volunteer, student
--speclal ed: and counselor resources :

--vocational cluster program
j-}gj§ch99;7resources L ' . ,
—-other school as tégautcég :

—~professiona1 organizations (WECO, OVA, VESN)

--associations (ARC, NARC, ACLD)
--agencles (Employment Service, CETA, Vocational Rehabitttatton)

~-training sites. leaﬁging institutionq (community colleges,; sheltered
workshops)
—--employers i

' -—parents

Talk to regular vocational staff “about special needs students; use of

trainer, and identification of needed competencies before class begins.

‘Identify materials, supplies and tests that must 'be purchased Eor program.

. Arrange for outside schoqtlresources well in advance of need.

!

2

. order materials ag,éaiiy as local school §ﬁrcﬁé§iﬁ§ policies will permit. *

L Y




AREA OF
RESPONSIBILITY:

[ ]

10.

11.

12.-

13.

. Orientations for new students ,

B. GUIDANCE AND PLACEMENT

v R

. Recruit; screen and select students ‘

. Assist students with personal adjustments

Confer with students on progress in school

Match students with training stations

. Assist Students with employment applications

Develop a job resume

Prepare students for job interviews
write letters of recommendation

conduct éﬁﬁuéi:fbiidﬁ—up

Cooperate with other placement personnel
provide guidance and ‘placement servicé? for
special needs students

17
81
83
85
87

93



AREA OF RESPONSIBILITY: Guidance and Placement -

ol

TASK: Recru;t; Screen and Select Students , 1

'EXPLANATION OF TASK: /»'s

The work experience coordinator’ is respon51ble for recruitilg students into

the program: In order to do so the coordinator must have organized

‘o making sure all students understand the goals of work ‘experience

education.

e processing appiications for work experience and selecting students for

the program.

Orientation sessions must be detivered to the staff and student body prior to

student registration for classes: At these sessions; application blanks can

be distributed to interested students:

experience students. Applications are evaluated according to the criteria

*  set by the coordinfitor and school district for eligibilfty to enter the work
experience program. 'The review of applications should be by interviews with
students. Personal interviews can provide the coordinator with valuable.
insights and information about the student. The coordinator should keep

notes and comments on each pre-enrollment interview.

The application becomes the basis for screening the selection of work

An example of selection criteria:

The student must have a signed work exper ience program application on -

file.

® The student 's application must meet appropriate approval and references

-~  must be on file o o o ) B

® First choice will be given to stu ents with occupational goals.

®  First choice will be given to & senlors in vocatlonal cluster
prograiis. , N o ) S o

® Students admitted to the programs will not be placed in training station
jobs until they have cquired soclal security numbers and work permits,
etc.

REFERENCES : : FORMS NEEDED:

None " ; ; 1. Appiication for Work Expertence

2. Pre-enrollment Interview

3. Job pPermit ﬁppiications




CHECKLIST:

1. conduct. grientation sessions with all staff and student body prior to
student' registration for classes.

2. grgvide students with application blanks for entering the work. experience
prog

3. Establish mir Wimum requirements. for approyg; ognéﬁﬁiicétibns.,,éiéss load
iimits may influence selection criteria and how they are applied to
student selections. .

4. Review applications for work experience and screen out unqualified
applicants. :

5. Bxplain to students why tbeirigpplications were not accepted and how they
may become qualifiedeepplicants.- :

6. Notify students of theigfggcegtgnce into the work experience program and
provide direction for their involvement.

.. EVALUATION:

The strength of enrollment in work experience programs and quality of

' students within the program are evidence that good recruitment and selection

procedures are being utilized by the coordinator.



N ) e - 7
: _ "CWE Periods : g

i ~ NEWBERG HIGH SCHOOL
Application for Work Experience
. a o I
Plsase typa or priht in 1nk Fi1l in all blanks.
Naiiie : L - ! ~ Date:
- Tast- first n1dd1e initial
Address: S B Phone:
street/route city
Age: Date of Birth: o Soc: Sec.
lfother's Name: : e Bééﬁbatibﬁilﬂ,
Father's Name: Occupation:

What are your career plans at this time?

No::
L4

1: 777 o \ ~
2. " \\‘\.h_;———’) ]

Have you ever bé;h employed before? Yes = No

Where? ' o -
ihat did you do? ; L

Have you arranged for definite employment for the

If yes, Employer:

Supervisor:

Job Title:

next school semester or ‘year?

Address: Phone _
Do you have a work permit? Yes_ _ No__ Grade level next year:

Do you plan to go to college? Yes__ No_ If yes, give name of college:
What courses do you plan to take? 7/~

Qua11f1cat1ons for JOb you app11ed for in work experience (c]
high school):

S you have taken in

off. lich. Sk1115
~Beg. Typing
Mkt IT
Foodsﬁllfii
~ Int. Design
~Creat. Sew. Cfts
—_iiech: Dft. II-
“teld & Fab: II
—Agri. Science

j:léhdﬁéabé Const.

P

0ff. Prec. __Adv.,Typ. Sen. Off. Lab __ybrC,Prbc.

__Data Proc. Law & You - ~Short. 1. Short. 11

~ Acct. 1 ~ Acct. II ~ fhcct. III° TMkt. I

T Clothing I —_Sew w/Knits __adv. Cloth. ~Foods I

“Creat. Foods Creat. Stitch ~ Harr. & Fam. __§h11d70ev,”
" Outdoor Wear _ Tailoring “Food Serv. . Single Surv.
~Basic Home Con._ Build. Const. — Cab. & Furn. —_ ech.Dft. I
" iech. Dft.- III — Metal Mach’ & F__Adv. Metals _ Weld & Fab I
~_Metal Proc. " Power Mech. — Ind. ‘Mech. —Mod. Ag:
__Agribusiness ~Indep.Agr.Sen. ~ _Forestry AAGreenhouse Op.
~_Intro. Hort. — Nursery harag
Related Class: 1st semester ~~_2nd semester

- 55 -




i11 you be ‘available to work after school and on weekends? Yes ., No__.

lll]wygg be available to work the summer after you héve completed the year of

raining: Yes - .; No_ .

N S — i .
o you have your own transportation? Yes ; No__ : Remarks:

t

f you have your own car; will: you prov1de rides for others7 Vés;__; No

ow may t1mes were you absent last year?,

ave you ever been suspended? Yes 3 No . Reason:

L ]

ist any. activities (such as sports, drama, music, etc.) you have been involved in:

ist as references the names of two teachers under whom you have studied:

you have high school or a conparab]e family insurance po11cy7 Yes ; No

high school; name the family insurance company:

=HlO|
3 .
@]
ct

f you are accepted in the work experience program, do you agree to abide by the *_
ules of the program and to put: ferth your best efforts in completing your tra1n1ng7

(signed)

(applicant)

consent to enter1rg the work exper1ence program, and
gree to cooperate With the school and the training agency.

(siqhed)

(parent or guardian)




STUDENT-LEARNER PRE-ENROLLMENT INTERVIEW BY THE COORDI&AIORAEGRE,f

(Attach this form to Application for Cooperative Education Program F6Fﬁ5

L —

‘Student-learner applicant name - —

Date - Program Applying For:

Enrollment Interview:

Ncees and Cc

It is the policy of the school district that no person on the basis of race,
color, religion, national origin or ancestry, age,; sex; marital status or

‘ handicap should be discriminated against, excluded from participation in,
denied the benefits of or otherwise be subjected to discrimination in any

program or activity:

57
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STATE OF OREGON

kPI’LICATION FOR WORK PERMIT AND AGE STATEMENT

YOU MUST BE AT LEAST 14 YEARS OLD

BUREAU OF LABOR AND INDUSTRIES

PLEASE ENCLOSE A YELF-ADDRESSED STAMPED

ENVELOPE FOR POSTAGE AND. HANDLING

NAME (first) (middte) -

(tast)

'MKIL%NG ADDRESS

| CITY AND STATE

2P

-FILL IN YOUR COMPLETE NAME AND ADDRESS ABOVE:

WAGE AND HOUR DIVISION

555:13th ST. N.E,
SALEM, OREGON 97310

PERMIT WiLL - NOT BE ISSUED

unless all blanks are Carefully

-filled In and are clearly readable

(SEE INSTRUCTIONS ON OTHER
SIDE) :

LAST SCH7.OL ATTENDED LOCATION GRADE COMPLETED
e - e 3
PARENT OR G ARDIAN SIGNATURE
STREET ADDRESS PHONE NO.
ZIP, CODE

CITY AND STATE

DO NOT WRITE BELOW THI§ LINE

MINOR'S SIGNATURE




) - S B : =
* AREA OF RESPONSIBILITY: Guidance and Placement , B
TASK: Orientations for New Students : 2

EXPLANATION OF TASK:

The coordinator must inform students about work experience policies and
procedures prior to their placement in a training station. Some orientation
1s presénted at a pre-enrollment session in the spring. After selection into

the program, the students should be given specific orientation on rules and
procedures which they will be expected to follow. -

specifically, an orientation program should include:

@ skills to be taught in the vocational program.

@ beginning and ending dates of training period. ]

e average number of hours per week that student is expected to work.

e rate of pay expectations. :

e conditions for increases in pay.

@ amount of credit to be earned: <

e work and school schedules. o E
] e release time for on-the-job training. . - S .
) e student expectations for participatinj in student organizations, sports,

~ bend; etc:; that occur during working hours.

s compliance with labor laws.

e _ employer expectations of students.

o S—ceordinator expectations of students.

work experience policies and procedures can be communicated through an open

house, displays, brochures, pamphlets, assemblies and other means.
Tips for work experience students to meet the expectations of their employers
can be provided in handouts as shown on the following page. ' -

»
\ ;
;
REFERENCES: : | FORMS NEEDED:
) Tips for work Experience Bnrollees - . None
59
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CHECKLIST: ]
- - - - ,. - - _ - - _ [ Y _ .
1. Identify the policles, procedurés and expectations of the work experlerce
program that Shﬁﬂld be adhered to b? thé studernt.

2. Plan a system for communicating policiesdiprocedures and expectations to
students.

--time for orien;at;on sessions. - ' S
3. Conduct crientation sessions within appropriate time frames.

4. Eveiuate effectiveness of brientitigp meetings to:

—-assure that students understand the poticies, procedures and

expectations befbre entering a work station:

—-if necessary, determine additional’ information to exntatn the program.

EVALURTION-'

Problems caused by lack of under:tanding of policies;, procedures and

expectations of the program wttt refiect the quality of the orientation

program. .

&




i L. N,

11.

12

13,

Don't be constantly grooming yourself.

N @I

" TIPS FOR WORK EXPERIENCE ENROLLEES

. Dress neatly but conservatively. Wear clothes-appropriate for the job.

Be courteous to everjone--yolr employer, the customers, youi co-workers. .

Tell your friends and relatives you are not to be visited while you are
working. ' This applies to telephone calls as well as visits in person.

Keep a close check on your personal appearance; health and speech. These are
your own_tocls for your work. ., Remember you are dealing with the public and
the creation of a good impression isfnecess;ry; :

Continuous personal development is essential to you in business: fake advan-.

tage of every opportunity you have to improve yourself.

Keep yourself occupied at all-times: If you have a job--do it. If-you don't

have a job--create one., even if it is only tidying up your work area.

tiake a decided effort to get along with your supervisors. You are the one
on probation--not they. :

Take criticism wigliput resentment and learn from these constructive corments.

Do your work sincereijpend seriously: Work as hard as you can. Remember that
both the school and the training: station are working for you every step cf the

Don't gripe: Everyone has his own troubles; and very few peopie, if any, are _

interested in yours. If you have a legitimate complaint, do something about it
don't complain. (See the Coordinator) .

Don't make excuses. Rather, think of ways to do it correctly. Chronic excuse-

© makers are rarely believed.

Don't expect special privileges. You are to be treated as a regular employee

while on the job and a regular student while in school:

Don't be a clock watcher. The person who gets ahead is the-one who does more
than is expected of him. .This applies to time as well as work. :

Don't develop a "big shot” complex: No one is interested in your opinion ﬁniés

it is especially solicited.

Don't be chewing and cracking gum:

. Don't be giving out decisions on your own that should come from the boss:

Be Eéé@?ﬁiﬁiﬁxybuf speech and mannerisms. There, are many ways of saying the

same thing: For harmonious rélétidnshipélwith others, think before you speak.

0. Be loyal to your scriool and to your training station. They both merit yolir

wholehearted suppors. | :




AREA OF RESPONSIBILITY: Guidance and Placement =~ . B

TASK: ork With rarents . ' _— o 3

EXPLANATION OF TASK: = | o

WOrk experience coordinators are responsiblé for providing parents._ with a

thorough orientation to the program. Parents need to know the policles,

procedures and expectations ‘of work experience because their children will be:

released from school for part of the school;day.

allowed 1 minimum and maximum number of work hours.

compensated for work.

required to enroil in related classes.

expected to work at a training station for a specified training period.

receiving credits and grades for work experience.

f

The coordinator can inform parents through open house presentations.

... newsletters, home visits; parent conferences or by mailing a copy of émployer

evaluation to parents. Parent conferences are cri ica1~in getting the

2
9
B
- i
t -
_ ’ - 5
REFERENCES : T  PORMS NEEDED:
) Policies and Procedures for None .

work Experience Program (A-9)
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CHECKLIST:

1. COnductf6§EE_ﬁ66§e for parents to explain the work experience program.

2. obtain parent approval on training agreements. -

3. conduct parent conferences to discuss student's progress; resolve
problems and plan strategies for assisting students in meeting their

occupational objectives. :
4. Respond to parent concerns and requests throughout the student's
involvement in the work experience program.

EVALUATION:

This job can i:e evaiuateci by observing the ievei OE invoivement OE parents in

conferences for planning the development of studerits' work. experience.




iﬁéﬁ OF RESPONSIBILITY: Guidance and Placement ‘ B

TASK:\\kssist students With Personal Adjustments : 4

v,

EXPLANATION OF TASK:

The school-work féi&fi6ﬁ§ﬁi§ places the coordinator in a-position of N
responstbiiity for any probiems of personai adjustment a student mag”}ggpr.
egs;gg y};gﬂgheis;gdent s personal needs. Success in a work station depends
on the student's attitude and ability to cope with stressful situations.
Therefore; it may be necessary for work experience coordinators to act as ai
counselor. _— .

However; coordinators must recognize their counseling Iimitations and refer
complex personal problems to a trained counselor. Coordinators who have.the
.ability to direct; instruct and evaluate, become supportive listeners and can

often help students solve prdblems and make decisions,
—v.""

REFERENCES: FORMS NEEDED:

None None
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GHECKLIST - .

1. Bncourage students to seek assistance with personal concerns by showing a

willingness to help them. :

s
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~ express their concerns.

conduct formal conferences with the student; when appropriage.

W

4. Gather background data on the student so that valid counsel is possible.

S. 'Allocate time for guidance activities.

*6. Be supportive in all dealings with students. : Lo -

7. If necessary; refer any student in need of help to other brofessionals.

EVALUATION:

degree to which this job is being performed.

<

'l
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AREA OF RESPONSIBILITY: Guidance and Placement - 8
TASK: Confer With Students on Progress in School : 5

EXPLANATION OF TASK:

_Students acquire the qualities for successful empioyment through a.

combination of academic classes, vocational classes and work experience. Tﬁe

coordinator can link all of these by understanding the students' career

objectives and prcviding support and encouragement for their success in _

school. If necessary, coordinator-student conferences should include help in

improving study habits and attendance as well as employment preparation.

Hany schools require that students develop a career plan; using groups . and
home rooms as a forum. The career plan helps work experience coordinators

keep in tcuch with each student's progress toward achieving established

educational goals.

REFERENCES : : , : FORMS NEEDED:

Career Plan or Employment Develop- ’ None

ment Plan for individual students.




CHECKLIST:

Encourage students to discuss their caréer and’ educational plans. ~

-

2. Initiate frequent informal conversations with Students about career plans
and objectives.

3. Prc.ide students with current information on their career interest areas
or refér them to a source of such information.

4. conduct formal conferences with students. When appropriate.

5. Encourage students to meet their career and educational objectives. Be

6. Reter students to the career resource center and/or guidance depar:mesrt,

when appropriate:

EVALUATION:
career plans on file for each student in work experience program. Plans must
show both career and educational objectives for the s¥udent. -
(
’

~J
()
I\




ARER OF RESPONSIBILITY: Guidance and Placement = . B

. TASK: Match Students With Training Stations : : 6

EXPLANATION OF TASK:

In order to most effectively match students with training stations, the
coordinator needs to carefully analyze the cumulative records of the -
student: The coordinator must _assure the successful completion of academic
and vocational classes; identify the skills and knowledge gained from such
classes. and match them with the needs of a training station.

<

school Tecords. Caxe must be exercised to avoid violating student rights.
Only those records that directly relate to the placement process need to be
considered by the work experience coordinator. -

The Family Rights and Privacy Act must be understood and ‘applied in working
with cumulative records.

~

ﬁEF’ERBNCBS' - FORMS NEEDED:

cumulative Records in local school Norie

=]
0



A
>

CHECKLIST: 7
1. Review the studee:T; cumiulative record.

2. Identify knowledge, skills and attitudes reflected in the record that
- wlill affect job placement.

3. Review these qualities in the context off the student's career objective.

4. Compare the student's knowledge, skills, attitude and career objectives
to the training station needs. - .

5. Match the student's skills with emplcye. '~ éeds as closely as possible.

'EVALUATION:

~

The ettectiveness in matching the student and training station is reflected

in a follow-up of program completers and their degree of su»q_ss on the job:



AREA OF RESPONSIBILITY: Guidance and Placement - B

TASK: Assist Students With Employment Applications : ' 7

EXPLANATION OF TASK: : : )

The coordinator often helps students with their applications for eiiployment.

Accuracy and completeness of the applicatdon form may determine whether the
student is hired: Many applications are completed in personnel offices
immediately prior to the job interview; although sometimes students are

allowed to complete the application at home.

practicing £illing out job applications will give students confidence when

they complete actual applications. Each student should be required to °
complete several applications for employment. The completed applications
should be reviewed and critiqued by the coordinator for neatnesQi accuracy;:

completeness and quality of responses.

Through group instruction, the coordinatcr should familiarize studen

g with

the kinds of questions that most emplovers ask as well as acceptable \_
responses to those-guestions. The coordinator should also explain that \ _
certain questions are unlawful in a’pre-emplioyment application. Examples of

illegal and discriminatory gquestions are identified on the Pre-Employaent
Inquiry Guide on the following page..

!

REFERENCES : ’ “ . FORMS NEEDED: °

forms from local employers.

"

Pre-Employment Inquiry Cuide Assortment of emplcyment application

.71 o

73

RS



~ CHECKLIST: S B | -
1. Collect examples of employment application forms from advisory committee -
members, public agenicies and other businesses.

-

2. Provide students with droup instriiction as well as individiual assistance
on filling out job applicatiuns. Stress:

--neatness
——accuracy
——completeness

--quality of responses

. Assign students to complete sampie job applicaiions. :

W

. Critique compteted apptications as a group.

F-9

Identify ittegat and discrtminatory inquiries for students.

W

EVALUATION -

Students are able to comptete job apptications to acceptable quality

standards for accuracy; neatness and completeness:




EXERCISE C: _

S.MPLE APPLICATION

‘ B | s
i o 7
S L],, J e,
PURPOSE: TO PROVIDE YOU WITH A COMPLETED
APPLICATION FOR FUTURE USE:

DIRECTIONS: COMPLETE THIS APPLICATION AND
GIVE TO THE INSTRUCTOR FOR FEEHBACK;

 APPLICATION FOR EMPLOYMENT

Name

PERSONAL DATA o R

~ Last_

Present_ Address:.

| o Application Date )
First " MiddTe o -

Permanent Address:

No.

& Street. Tty State Zip

No: & Street

ity State zi5

Phone Numbers: . _ ' _

Home No. Business No.-

Naiie of School l
and Location

School ‘Graduate? | Yes[ |

_ EDUCATIONAL RECORD
No[_] GED?  Yes[]  No[]
‘School . B

and Location - - o

PUST SECONDARY EDUCATION . = _

— — ~Total | Type of | Name of
Kind of School ”ame(g§;§°g°§lété§cat‘°" No. of | Training|Cert. or Deg
o , i Tty . ‘Hours | or major| . Received .
,Qgrrééb&hdence -
Trade or Business s
7 ~ REFERENCES )
NAME " ADDRESS | DCCOPATION PHONE

1) | ’ , N
2) - N _

73



S SPECIAL SKILLS AND LICENSES , '
‘ (To be comp]eted if ‘applicable to_the position you are app]ymg forj S
Typing? ‘Yes No WPM_,  Dictating Machine? - Yes . No. _
Shorthand?; Yes No WPM —  Calculator? Yes No ‘
Driver's License? _ Yes No Other Skills: ‘
Chauffeur's License? Yes No o : ,
Other Types of License:_ ; : I
~~ EMPLOYMENT RECORD
{be complete and accurate)
o Employing Firm - Address
> N I o I
Q T —— - R ————— = From .
g Your Jdob Title Supervisor Sﬁ.\fgiﬂe - Fonth Year
(58] — . ow . '
— Title : To :
2 = e Month Year
— [ Specific Duties ) T . ~
= , ; Totyl.Time: Yrs Mo
= ] ¥ - | Full Time
§ Reason. for. Leavmg I PartTme (hrs/wk{
Tf you still work ﬁere may we .gontact this employer?_ 7$alaL)L$—
Emp]oymg Firm . Address ' v
) _ From
~Your Job Title ' Supervisor/s Name — Wonth jeﬂa‘"w P
PR Nl = ) Month Year
‘ . N Title : Total Time: Yrs__ Mo__
5 B Part Tiie (hrs/wk)
: - Jsalary $ - :
Reason for Leaving o : e
tmploying Firm Address ,
. From
Your Job Title ' Superv1 sor s Name N Month  Year
U . : To P
. T1‘..]e 1 Mont‘n, Year ‘
Specific Duties ' Total Tive: Vrs =
: ' e Full Tine
l_ . Part T1me (hrs/wk)
S - : . salary $
Reason for Leaving ) -
' o o Mﬂjiaqginforma..mn
Have you served in the U.S. Armed Forces? Yes_ No Branch - -
Dates . ) Rank or Ratmg , S [ '
From To : s
Mhtary Training/Schools Attended _ E _ S
i .

74 6
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ERIC

Aruitoxt provided by Eic:

PRE-EMPLOYMENT

INQUIRY GUIDE

S\

OYMENT INOUIRILS J

ADDRESS OR _
DURATION-OF
RESIDENCE:

BIRTHPLACE:

AGE: -

RELIGION OR CREED:

RACE-OR
COLOR:

PHOTOGRAPH:

HEIGHT:

WEIGHT:
MARITAL
STATUS:

HEALTH: .

CITIZENSHIP:

NATIONAL
ORIGIN:

EDUCATION:

TIONS:

Apph.uu \ﬂﬁflﬁl nqm;

Have you ever worked r..r this :»mpany under a different
name —

is. any additiond. intoemation_relaiy et 4 ;ll"@!ﬁnl namne
necessaty (0 check work record’ eaplain

How long a resdent of this state or wty?

*Are you 18 years oid or older?

~

Do_you have any impairments, ph&ucnl mental, or medical
which would_interfere_with your abulity to do the job for
which you have- npphed"

Originud_name uf 4n.applent w m\'ume has been :Innged
by court urder ur Otherwise

-\pphum s Mo °h name

Birthplace of applicant . .
Bushplace of apphicent’s parents. sfvuse or other cluse
relatives

Requirement that spplicant submit burth certificate. naturah-
‘zation or baptismal recond

How old are you? What is your date of birth?

affilistions. church, p
observed.

An apphicant may not be |old **This 15 a Catholic. (Protestant
or Jewishi orpmzamm

Complencn or color of lkm

Hequeai an applicant, af his or her option, to’ submit a
photograph.

r photograph aficr intervicw but before

Inquh-y rewdm. ll;h;:;;n; ;Bl ,
Inquwy reunlmﬂ l;;‘lc;;\li w;llﬁl

R hat an pli pmvnde any l\fomlhon
r:nmu marital slotus or children. Are you single or
married™- Do-- you- have mny. chM:u? is ym spouse
empluy:ai1 What s your spouse’s name?

ulry rqmima sex, {nqmry asto
y to reproduce or advocacy of any form of birth

Do you have a-disability or-handicap? Have you ever been
trested for the following diseases? Do you use any adaptive
de\nu or nd?

R ment that women be given pelvic examinations.

Inquiry into icable -di which
may endanger. ihére are sny positions for which
you lhould not be :onudm:d or job- dmmf you cannot
pedorm physical or mental please
explain,

a phy

A

tintend to

Of what country are you a cnl;en"
is. nasuralized or a nal

Wheike ol
an

If not a citizen of the United-States, does
become a citizen of the United States? .
I(_you are not_8 Uni the |¢lll
right to remain permanently.-in | zhc United_Staiea? Do you
intend o remain pennmenﬂy in the United Statcs?

fiquiry ifio languages anolicant speaks and writes

lnqulry into the

feedinnal

academic ational__or__pe

education of an applicant ;nd the public and private !chooll
attended.

pl ant has vuued.

Have you ever._béen cnnucud of a crime? Ir 30, when.
where and nature of offense?

Are there m;' relcny :Iilr'ﬂ p‘,,,,u against you?

Names of applicant’s relatives. other than a spouse. already
employed by this company.

Name _and address_of person fo be foiified in case of
accident of emergency.

iry into-an 's military experience-in-the Anmed
Forces of the United Sllul or 10 a State Militia.

Inqulry,lnm agpliun s mq in pmkuhr branch of

United States Army. Navy. ctc.

Inquity_inio. bLo:unlnlwm nr xhwh an. upplmm na
member the nams or of
which _indicaies.the race. color. religion. national origin or
ancestry of its members.

Who suggesiud that you apply for a pwition here?

whether

75

that an applicant p

or ﬁm papers.
Wheihet_applicant’s _parents ot spoute are nat
naative bom citizens of the United Statcs: the date when such
. parent or-spouse acquired citizenship.

the date when the

Whu is your mother tonguec?

Inquiry into how-applicant acquired ability lo vead. wiie of
, tpeak 2 foreign language.

Inquiry regarding Arvests.

Address_of_any_relalive of lwiml _ather than I,“
{within the United States) of applicant’s father and mother.
hmﬁnﬂ or wife .nd minor dependent children.
Nnm: nnd lddn uf nemu ;i;xﬂ: to be nonﬁtd in case

of accident Of emergency.

l.m l" :lub;. societics nnd todges to wln:h you hei;m;

ants are of legal age for employment

BESTGOPY AVMLABLE




AREA OF iéé?éﬁéiﬁitiii; Guidance and Placement B

TASK: Develop a Job Resume ' _ 8

. EXPLANATION OF TASK:

Coordinators can prepare students for 3ob interviews byz

. helping students develop a job resume that fully defines their job

quatifications.

e preparing studedts for selling their qualifications in a job interview

setting.:

Resume development can be instruct&d in group seminars. Students must be

required to develop their own resume, have it critiqued by the coordinator;

_.and revise it until it is truly reflective of their qualifications: After

‘revision; the resume should be typed or typeset and dupticated in a manner
@Wat provides a quality product.

4
,.7’/'
S
7
REFERENCES : - ' FORMS NEEDED:
None ' ' Sample Resume Form _
] Pre-Employment Inquiry Guide

T




hinekLIsT: R . ; (
1. Provide format for job resume: '
2. Instruct students in resume writing and provide examples of quality
resumes. '
3. Require each work expéfiéfice student to complete job résume or portfolioc.
4. Review and critique each resunme:
'5. Help students revise and finalize resume:
. 6. Assist the student in getting resumes copied or printed:
EVALUATION: | :

Employer feedback is required for evaluating this job. Quality of students'

resumes willl evaluate the coordinator's effort in preparirg them for use in
job search. : . :

1]
NOY
Y

- 1718




SAMPLE RESUME FORM

NAME
ADDRESS
PHONE

CAREER OBJECTIVE (Write a strong, concise paragraph stating exactly the k1nd of

job you.are seeking; i.e. to become skilled.in the areas »f
. business managenent)

EDUCATION: (Ind1cate schools attended and dates)

SKILLS AND RELATED CCURSES TAKEN: (Emphasize the courses relevant to your work:
. , _ objective) - .

EMPLOYMENT: (SurmmariZze your work exper1ence Emphasize the jobs relevant to
your werk objective: List 2 JGb description;. enp1cyer, dates
beg1nn1ng with latest job and working backwards)

EXTRACURRICULAR ACTIVITIES ;

REFERENCES AVAILABLE UPOH REQUEST:'

L




AREA OF RESPONSIBILITY: Guidance and Placement ' B

TASK: Prepare Students for Job Interviews - : 9

EXPLANATION OF TASK: i .

The coordinator can he}p prepare students for job interviews by:
7

- A

establishing the purposes and uses of an interview.

specifying how to arrange for an interview.

reviewing how % prerare for an interview.

t1lustrating th

* -
—————————————————————— ] v

specifying what ﬁallow—up activities should be accompiished after the

interview.

The coordinator has many techniques for helping students prepare for job

interviews:

° provide students with resource material for job interviewing, ie.,
l1ibrary, career resource center.._

® show films or videotapes of job interviews.f

& set up role-playing with one student as employer and anb*ner as the
job-sesker. Practice interviews, critique and reverse roles.

e video-tape role playing situations so that students can observe
thcnselves in job interview roles.

'® havn advisory committee members conduct intntvtews with students .and
critigue their performance./

Job interview instruction must be a continuous process for the coordinator

with specific units, practice and reinforcement until the students have the

confidence to sell their qualifications to an employer.

.+

- . ¢ _ .. g

REFERENCES : f FORMS NEEDED:

None . None




CHECKLIST: -

o

[

. Provide instruction on job interview techniques:

N

. Have students practice interviewing througn role playiug.

[P

. Provide advanced practice by use of video camera; advisory committee
members brélbcal employers. : -
,,,,,,,,, «

4. provide individualized help as appropriate and needed: ‘ .

EVALUATION : , -
. . ;
gmployer feedback is required for evaluating this job. Student performance

on actual job interviews will evaluate the coordinator's effort in
preparation. .

82

82




AREA® OF RESPONSIBILITY: Guidance and Placement B

TASK: Write Letters of Recommendation io

EXPLANATION OF TASK:

Cbbrdinators are often asked to write letters of recommegpafton for students

seeking part-time employmernt and for graduates who are seeking fuil-time

jobs. The cocrdinator is in a good positicn +~» evaluate the work experience

student's potential as an employee.r Letters . recommendation should reflect
an honest opinion of the student's skills, a titudes and abilities.

A letter of recommendation should provide the foliowing information about a
student : -

personal characteristics; i.e.; punctuality; honesty; re¢  >ility

3

® career interests

e future employment potential

& knowledge and skills attained through work experience and through related
vocational classes

e strengths and weaknesses of student

personal attributes and business qualities. The coordinator should express a

willingness to serve as a reference for future jobs. Perhaps such

expressions should be made on an individual basis to avoid being asked by

REFERENCES : FORMS NEEDED :

Norie None



" CHECKLIST:

1. Wiite letters of recommendation that are:

--well organized

——spelled correctly

--neatly typed

2. Respond to requests for letters of recommendation as guickly as possible.
3. Review letter to assure that it contains an assessment of:

--personal characteristics : L .
--career interests . )
--employment potential ' ‘
--on-the-job experiences

--strengths and weaknesses

--skills and knowledge learned on the job and in vocaeional class

4. File a copy of each letter.
\
EVALUATION:
The credibility of letters of recommendation 1§ usually communicated through
informal methods of emplc.c. feedback, feedback from stud- -+s after they have
been hired and the general pi -ement rate of students for ich the letters
were written.




AREAR OF RESPONSIBILITY: Guildance and Placement B

TRSK: Conduct Annual Follow-Up N 11

EXPLANATION OF TASK:
The only way to measure a program's effectiveness is to follow-up cn the
completers of the program. If they are working in jobs related to their

objectiveb, then the program can been deemed effective.

The follow-up survey should be initiated within one, three, or five yeurs
after a student completes the program. The follow—up 1nformation should be
collected from all students who camplete the program and thelr employers.
Once data is collected it should be tallied and summarized. A COﬂClUbiOﬂ
must then be made for each question. From these conclusions, recommendations

can be made for changes in the work evperience program:

The findings of the follow-up study should be reported clearly and concisely

with graphs, charts and tables:

gggiogggogigg:gggmeng79§7?ducation conducts. foiiow-up of students who -
complete vocational programs in high school and community :olleges. These
iesults are available to all covrdinators. If a local follow-up is needed,

many good models are avatiable i1 cregon schools.

Follow-up can be accomriished both formally and informally: The important
point is that coordinators know the effectiveness of their program as
measured by its impact on-their studcnts.

Examples of fol.sy—up instruments and cover letters for surveys of completers
and employers is included in Chapter VII.

REFERENCES: ' FORMS NEEDED: o
(found in Chapter VII)
Oregon L >partment of Education 1. Follow-up instruments
Fublications: _ --Completers
-—Follow—up--Oregon Secondary ~ --Employers °
Schools 2. Cover letters
--Follow-up--Oregon . _ ~-Completers

—-—-R¥AfmB 1A (%sl 1owina paaes) --Emblovers



1. Tdentify the type of follow-up study needed; i.e., one-year, three-year
or five-year: \ ; i

2. Identify questions -to be answered about effectiveness of program,

3. Choose data collection methods; i.e., telephone survey, mail survey,

sampiing procedures.
4. Conduct survey with completers and employers.

~-mail_

--teilephone
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7. Develco prodram recommendations based on conclusions and supportive data.
- \
8. write . coi-ise follow-up report explaining conclusions and  \
recc...wi-- viii~4, (Use charts, graphs; tables to explain findings.)
S. share report with counselors, te-<hers and administrators of school
district.

EVALUATION:

Coorainators knowledje of where students are now located, what they are now
doing, and the impact of work experience on their present inb performance

reflects the degree to which they have followed upon the p.2cement of their

progran completers:

i




AREAR OF RESPONSIBILITY: Guldance and Placement B

TASK: Cooperate With Other Placement Personnel ' ‘ 12

EXPLANATION OF TASK:

Placement ser. - - . Oregeh bigh schiools and community colleges vary a gjreat
deal. Many age .. are invelwved in job placement, including guidance
departments: the Stute Divition of Employment and private employment firms.

A school-based piacemen'. office can serve as a link for providing job
placement for the students of a school district. Without formalized, funded
placement offices,; -the school must rely on the cooperative efforts of
guidance staff, work experience coordinators and vocational staff to find
jous for its students. ' : '
Cooperation of placement efforts can provide:

part-time and full-time placements.

coordinated placement effort among firms in the community:

The National Advisory ouncil for Vocational Education -ecommended that every
school become an empioyiient office for its students. After ten. years, this
has not come to pass for all Oregon schools and community colleges. If our
schools are to have placement services, all staff involved in education for
employmient must focus on the placement needs of students and provide such

services tlirough a cooperative effort- of existing agencies; departments and
. firms. :

work experierice coordinators ¢an maintain placement services by completing

job order forms on employers that are seeking applications and making job
information z 'lable tc students: Examples of a job order form and

employment ir- -~ .on shzet is found on following pages.

REFERENCES : FORMS NEEDED:
N How to App'v .ol Co.ity. Jcbs
No.ie Job Order Form




\

CHECKLIST:

Identify people and placement services that are currently being provided

1.
by your school; community.
2. contact all placement personnel in the area and invite them to ‘attend a
coordination meeting. :
3. Explain what placement services are. currently available and how they can
improve them through cooperative efforts: . . ‘
4. Identify methods for coordinating placement efforts:
5. Develop a plan fbr coordinated ptacement services in your area.
6. Obtain approval of plan by all agencies involved in the aéiivéfy.Qf
pilacement services: .~
BVALUATION:

—eZ =T _=Z -

”00perative effort has been made.

K



JOB ORDER FORM

Jall

COMMUNITY COLLEGE PLACEMENT OFFICE

2, o
@ e

@ Who w10 SEE

G FrioNE '

[ PR

RECEIVED
;3 4

@ sAi ARY

@ # WANIED

@ 108 1T

® crritaa 1ounion

(12 DATECLOSED

FILLED [] CANCELLeD ]

CIcusiNpii.

(@ Davs |
M.E m | (&) Hours
M R . -
i ss. |0 JOB BEGiNS
w su

(&) PERMANENT

TEMPORARY

(33 SEND RESUME
£ OTHER:

J
i - ‘ <

@ JO8 DESCRIPTION
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ERIC

Aruitoxt provided by Eic:



) HOW TO APPLY FOR
‘ COUNTY JOB OPENINGS 6

MARICN COUNTY

Address: 220 High Street N:E (Third Floor)
Salem; OR ,

Phone : 588-5165

Application ] o

. rocedure: . Open recruitment job opening notices are posted at the
i address above.

You may request to have your name placed on the mailing
list_to_receive these job opening notices, for a
particular category (i.e. Secretary), by calling the
phone namber above. ,
If there is an open recruitment for a job, you may _

obtain an application _form for the position from the
office listed above--fill it out and return it by’

the deadline listed for that CTials

In addition to filling out an application, some jot.

require tests or an evaluation of experience. ‘

After successfully passing the test or evaluation of

experience, your name will be piaced on a 1ist of

candidates and you are then eligible to be selected
for current job openings: ;

JOB TITLE: _ L
DEPARTMENT: e
SALARY: hourly, monthly; annually




COUNTY JOB DPENTIHNGS

POLK_COUNTY.

Address: Polk County Court House
— Civil Service Office (First Floor)
850 Main St.
ballas; OR

Phone: 370-2501 (Use. tnis toll free number from Salem)
' 573-£.79 (DPial this number in Dallas)

Application L e , B
Procedure: Open recruitment job opening notices are posted at the

address above. When a new job is posted it is open

for a period of two weeks from the pisting date.

You may obtain an application form for any posted

position (and a job announcement) from the office listed

above--fill it out and return it by the deadline listed
> for that job. S

-

. In addit:on to filling out an application, some jobs
> require written tests or an evaluation of .experience
and training. : '

{

After the above process is completed, you will be
notified by mail whether you have successfully passed
the test or evaluation of experience and tr:i:ing.

If you have successfully passed; your name will be
placed on a list,of candidates and will remain thera

for one year. For an entry level position. the i

10 candidates will be interviewed wihien a- 7pening
occurs.

JOB TITIE: P
DEPARTMENT: S
SALARY: hourly, mee alys annucily




 ARER OF RESPONSIBILITY: Guidance and Placement ; B

TASK: bProvide Guidance and Placement Services for Special Needs
Students - 13

EXPLANATION OF TASK:

Guidance and placement efforts are much more intense when coors '’ ~:7rs are

working with special needs students. The students require bot. +.- .al and
career guidanc: on a regular basis. The tralner, supervisor .. uuo3or must
all provide guidance to help special needs students make soun: ¢7.' lons

concerning their jobs and social relationships.

assessnient
orientation =
progress monitoring

personal counseling

job placement

REFERENCES ! 7OR¥3 NEEDED-

S ' 1EP Porm Found iy chzpter VII:
Example 12




CHECKLIST:

1. Assess skills of each special needs student.

pevelop an IEP (In¢‘vidualized Education Plan) that will strengthen the
basic skills, work stillls and social skills of the student.

N

3.. Conduct orientat! . -lons with students to assure that they understand
what they are sup,osed tc do 1n class or on the job.

4. Develop training acreemer.s that will help to achieve the objectives o

the IEP.

job requirements: 3

8. Provide follow-up assistance and guidance to help tne student become well

established in the job:

EVALUATION: .
o




RESPONSIBILITY: ~

TASKS:

10.

11

C. COORDINATION

Locate &nd evaluate training sites
visit training stations

Complete training agreements
Cofiplete training plans

Correlate in-school activities with training

station cxperiences

. Keep em;xoyers informed about legal aspects of

work zxserience

Evaluatc .. -<igpt performance |
Coordinate : -:uent terminaticn and relocation in

training stations
complete forms and records
§§§E§;§£Eé work &x.crience fo: special needs

stridents

Providc program for oriertation and development
of trainingy sponsors :

121
123
127

131

(o
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137
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EXPLANATION OF TASK:

experiences for students. The coordinator is responsible for locating

A training station is an’ actual work site that provides on*the~job learning

prospective training stations and determining whether they can provide % .

‘students with experiences and ‘skills which are relevant to their —arecy
obizciives. s

Coordinators should identify training stations throughout ths sciool year:

some districts provide extended contracts that aliow time for fuily

“evaluating each prospective training station: A training station prospectus

- should be filed for each training station under consideration.

Training stations must be systematicaily évaluated to determin= whether the

training matches with the student's career objective and instructional

program Those sites that fail to meet quality standards should be improved

or dropped from the list of training statlons.

<

— %
S : S B — i
REFERENCES: ‘ FORMS NEEDED: —_
Neine - S 1. Training Station Prospectus
N 2. Cooperative Vocational Education

Evaluation of Training Station Form




' CHECKLIST:

1. Using the resource directory (A-12) as a guide, identify potential

tralning stations that satisfy the carger objectives.of students.

2. Devel.r a training stat;on prospectus on each ﬁétéﬁtiél tréihihg station.
instructional programs.

4. USing the training station evalnation form, é#&iﬁété each training site.

5. Select training stations that offer the most strengths as determined by
an evaluation. : :

EVALUATION:

The qualit; of training site activities for all work experience students
reflects. t . efforts of coordinators in identifying and selecting stations
that mee+* career objectives.
¢ B
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TRAINING STATION PROSPECTUS | k

Company Name_ A _Phone e

Address

street and number ' city Zip

_Name and title of contact person_° L -

Type of trainifig station__° | -

S Distance from school . S

Number of employees N
Entry Tevel jobs available for cooperative education enrollees:

r

Skills requjrad for entry:

”

i Date of_ initial contact

Was a training station established | If not; why
- ~ \. - T ] . ‘. A

-

,,,,, ~

) . . i ) 77A i O - * . . -
Pate of subsequent, visitations — J/

S ~ — /f/f/

~

-

>

_Degree of interest shown by training station

o . .

-~

color, religion, national origin .oriancestry,_age, Sex, marital” status or
handicap should be discriminated against, excluded from participation in,
denied the berefits of or otherwise be subjected to discrimination in any
program or activity.: , . ¢ AT

It is the policy of the school district thatgﬁﬁgperson on the basis of race,

-
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EOOPERAIIﬂE VOCATIONAL EDUCATION EVALUATION OF TRAINING STATION FORM

3

Name of Buéiﬁééé\ i : e

Address of Business_ .- )

Contact Person_ ~ - .. - .,

Title of Contact Persen . il .

‘TeIephone’Number o - Type of Bﬁﬁ?ﬁé§§

baté . ' "‘ . 6 =

' THE TRAINING STATION/EMPLOYER* S . - - YES NO

1: Relates training to the career objective of the T '

student-learner ) : - |

2. Shows an interest 'in providing instruction for S

- the student Iearner wh11e he/she is on the job Tl )

3. Expresses the des1re to provide 1earn1ng exper1ences

*which are comparable with the student-learner's
capabilities and interests
4. Indicates the desire to assist -ip the dev&lopment of
a t.i"é'i'riih'g' plan for the student-learner ’
5. Provides time for periodic conferences concerning- the *
‘.student-=1learner _
6. Works closely with the student=learner or provides an D
' employee who has. the technical and personal qua11f1cat1ons, -)
gggg[stgnglng, 1n§erg§§7§nd time to offer gu1dance and )
~instruction to the student?
7: Prtjvzdgaé,§§fe,§nd,a99e§§1§1e,gnyzronment appr0pr1ate L
and beﬂef1c1a1 for a student-learner , ——

8. Provides reports pertinent. to-the Cooperative Vocat1ona1 7 ,
_~ Education Program: attendance;. evaluation of work skills; ° &
* persona] growth and deve]opment of pos1t1ve employee traits;

etc: °
‘ ©
: ' 95
& N - ~
S : .- 100 - o




z ) o8
I '7— = .
- % R
9. : Observes. a]] state and_federal laws re]at1ng to . , I
the employment of student-learners j " , L
10. Uses safe and up-to-date equ1pment
. 5
11. Observes federal and state satety laws, mle-, ’ S
o regu1§F1ons ; ‘ '
' 12. "Agrees to a work/school schedulé éﬁﬁiéﬁfiéié for Eﬁé ]
~ student/learner R SRR S —
13 Agrees to pay the_student-learner wages commensurate j
with other.entry-level workers . !
14 Demonstrates non- d1scr1m1natory h1r1ng po]1c1es and 7
emp]oyment practices .
OVERALL EVALUATION: . ~ . -~ . 2 o P
] 3 . . Coo C TN - "
ACCEPTED: L ’ 7 -
WHY: - . .
. ~ R ;‘ T
REJECTED: S , ' L :
{ . : - ’ S .
WHY: = - : q 2
‘It is thg,pgllgy gfighgfsch9917Q1§§r19§7§nq§ no person on the basis of race,
color, religion, national origin or ancestry, age, sex; marital status or '
handicap should be discriminated against, excluded from papticipatien in, -
denied the benefits of or otherwise be subJectedi;o‘d1scr1m1nat1on 1n any 9
program or act1v1ty ‘ o e ‘
R ) - . ) . 7 \\ )
| DU ’
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''43-59 students 15 hours/week or average
60-75 students 20. hours/week o; average minute/student/week

$

AREA OF RESPONSIBILITY: Coordination . '_ c

TASK:- "visit Training Stations ' o, R 2
v 7 ‘ — ';.

EXPLANATION OF TASK: 7 . ;

site visits are important for a successful work experience program. Their

' purposes are to:

e observe students at work.
e discuss with the sponsor the student's duties and performance.
e evaluate student's progress. ‘
e evaiuate safety conditions 1n the training station. SRR
: o
: éhidetines for allocating time,to site visits are: P e

1-22 s aents” 5 hours]week or- average 13 mihute/student/week o
23242 st ients 10 hours/week-or. average 14 minute/student/week h ]
l5

minute/student/week

A record of coordination visits should be prepared for accountabitity )

purposes 'and to serve as a reference for ‘the coordinator to plan the

visitation _schedule. ‘ . .
2 - ~—
o~ » .
-
- . - ‘
N 4
»-
-
' REPERENCES: . FORMS NERDED: —— .
None - . 1. Bustness/Industry visitation '
" . Schedule P

2. Coordination Log
3. Record of Vvisits for Individual

Training Stations

foand |
lan)
i

L%




. CHECKLIST: o " e

1. Determine percentage of time that should be spent visiting the work site

- 2. Calculate total work t ime (per week) to be spent in visitations.
-’ - -

3. Determiné the reasonable number of visits that~can be compieted within .
the total time allocation. : S ~

-

3. Develop a schedule‘gveeglglfnonthly) to insurerthét Sii‘QGEE experience

statlions vill be visited’ regulariy

- - ' \

° 5. Schedule visits with training station sponsors &

purpose for the visit.

identify the major

Al

.
.

6. COnduct Eiteivisits* . i T T

--review student' s tasks. - Yoo . . ’ i BRI -

- ~2-check to see if dress is appropriate
--identify student strengths and weaknesses on job.
—-discuss additional training activities needed.
. —-ask for recommendations on related class
?

.7:VCOmplgte a cooraihation log form.on site visit for- accountability , 5

purposes and for.future scheduling of visits.

>

8. Record of visits to individual training stations should include:

Y

. v ] .;ngﬁm?,9§ business ;

—-address ] -
—-telephone number B %5
+ =-date of Visit s
—-purpose of visit - :
=—name of -contact ) ~'% ¥ . .
: -“position of contact = . , 1‘ ,
-+ “next call date - - o - Lo e

EVALUATION: D

he average amount of time/per student/per week can be caiculated from log

)+« records and compared to recommended standards

_\ -
- . , : .

-

[
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o
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7 ' Y 2
- l’ . ! _:
® COORDINATION LOG . - -
school________+ " I &
COORDINATOR ___~ L
PERIOD FROM, | - 19 to 19" L
'DATE " PLACE 'AND PERSON VISITED PURPOSE OF NUMBER ’
* TRAINING STATION/JOB CQORDINATION . OF MILES
SPONSOR, . VISIT . DRIVEN
- ' '. -
¢ . . ,, :
i S -
| < 1 -:
.- ‘2, . : . " r . A . _
~ ) : , . -

1l
2
L.
.
|
\
\
L

" TOTAL NUMBER OF STUDENT-LEARNERS VISITED" | oo
J S T S '
TOTAL NUMBER OF TRAINING STATIONS/FIRMS VISITED

T .

TOTAL NUMBER OF MILES DRIVEN ’ | -

COMMENTS: . - i ¥

SIGNATURE : ; _
It is the-p011cy of the schoo1 d1str1ct ‘that no person on the basis of race,

ia : 'hand1cap should be d1scr1m1nated against,; exciuded f'rom part1c1pat1on ins
denied the benefits of or otherwise be subgected to d1scr1m1nat1on in any

program or act1v1ty : ‘

. ; 77‘777_‘ . . . ‘77 - » . 7‘7‘ o '7 '\A * . G




. . BUSINESS/INDUSTRY VISITATION. SCHEDULE

.
LLe

oL 19t | 19

L]

> . .
. P
. )

-, -

r~a;m;

PURPGQE»GE CALL

~ N
- " N — —~
.
N . 1
. - R
- - AN
° - /
, 5 - o . -
7. ¥
L i‘
B v .0
B .

al

\\

]
1

|

a8

I - . Signatureg s T
1t is the policy of fhe schadl district that no person on the basis of race, color’
“veligion, national origin. or ancestry, age, sex, marisalestatus or handjcap should
be discriminated against; -excluded from participation in, denied the benefits of or
‘ ion in_an; tivity: .~

otherwise be subjected to discrimination jn_any program or ac




o .~~~ RECORD OF VISITS.FOR °
INDIVIDUAL TRAINING STATIONS
- ',. ) o . ) :\ ,

”

BUSINESS: . Telephona:_____

Namas of_ﬁonmct.i,, . — i Position

<o

04,

LY

”o
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AREA OF RESPONSIBILITY: C&jrdination : T c
, , \, :
. ) S o -
TASK: Complete Training Agreements . b : .3
L L Z_ ==
< . \. . .
EXPLANATION OF TASK:— 7 ’ -
A - 4 .

The training agreement 'is a Writtenfagreement developed cooperatively between

7 the‘employer, coordinator. student and parent: o ,

It outlines the responsibil@tiegiggitheie@ployer and Student and the legal
conditions offemploymentf It deftne& what is expected of each of the parties
involved in the agreement. :

A tréining agreement should . inciude: : .

s

career interest or obfective 6f student.

job activities.. .

+LALSer P ‘« .

related vocation instruction. '

responsibilities the employer, student and coordinator. . 6

o
®
®
o
® duration of training peric
o
)
®

-minimum and gaximum hours of work per weeK 7
.daily hours to be‘worked. L ‘ o -

>

beginning Wage. : . ; o

17? spectal learning dbjectives. ‘ & .

! “

A trainirg agreement est ablishes a relationshtp between the student and

employer: It defines ‘he expectations fvr atr tnterested parties in concise

terms: <

7

I S T R
. Each party should receive a written and signed copy of the agreement.

i . -i } -
: ) i"( .
? T .
, . ) \ ” , - Q
- ’ A E
: v N+
N 3 s -
REFERENCES : , - ! FORMS msgo.
None © - . . o ) Training Agreement L
o B N .. . n _ L . s

»l
A

L]
~




CHECKLIST:. / ] : N i. l
1. List ensiayer name, address and‘teiepnane number .
& 2. Igentify Federal naiardausibark order Deviation, if apprapriaté.
Identify tnestraining station Supervisor . . Co ) -

W

4. Determine the starting date for employment .
v \ :
. 5. Identify insurance provisions for therstudent.

.

6: List the student 5 name, address, telephene number. secia] security
number. drivers license number, age, grade. birth date and expected Yoa
completion date. :

-

8. Identify the student's career objective.
,,,,, "

9; Edeﬁtify job tasks and activities to be received at the training stgﬁépn.
.10~ "Identify related vocational training to be cqmpleted in school. . o

11. Identify employer's responsibilities to the program.
T . o ] ) L N J .
12. Iﬂéﬁtifﬁ student's responsibilities to the program.

14 Provide ‘a copy of the tratning agreement to the student. employer and
parent. . :

e g o
EVALUATION: ' , =

<«

4

- N
.
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\'\' T ' ~ ~____Departmen
: Oregon State Universit:

.\ 7 . _
. . ;
- \ e
) Cooperative Ec\?ucatlon Internship ; :
} - LEARNING\ AGREEMENT : oo
Placement Begms% ids . w -
o\ __ }
" STIDENT - . _ : . .
Last \lane— i E‘Itst L e . |
Address . - : - : — - Phone 3
- - : ] A N
Pérmanent Address [ ) — Phone
§.5.#: _ Age . Sex Major : S
Class Standing: Freshman | | Sobl'more I Junior f :1 Sem,ot :] Grad | - <
O0OP PLACEMENT - : N : :
Placement Site - ) 1 Job Title \ ——
o 1 Y '
Supervxsot/arployer - . Title N\ . _ . -
rodress - : ) . : \ 77,72110“&7
Payment : Sidlary ~™1  Gsop Stipend | —{ Work Study 1 \bn—Pay l [Pay per m.. ]lﬂ.rs. get K.
TNIVERSITY . . ~ 5 R
" Faculty Supervmm - Departnent \ e —AMW— — —
Non—Credit ——, Credit] ! Course Seq, §___ No. of Credits op Credits Ezﬁ:ii?’égé : _

JOB DESCRIPTION: Write a brief chscnptxon of your employer's mission, yoor rcié, and enumerate your spetx.fx.c

. .

duties. (Use a separate sheet of paper, if neqassary and attach.)

- 3 ) _ .
/ - . . g
LEARNING OBJECTIVES: List what you want, to be able to do by the end of the quarter. (At least three.)

3

. v : (\
LEARNING PCI’IVITIE What readmg, wntmg, and on-Ehe—Jéb Infetvrew wxi? ou do t:. acconplx.sh the learning
cbjectives listed above" .

. } . . -
/ > . :
1 R . \
'i\r ,
- EVALUATION: 'hat evidence will you ptgr;@s ,;gfyogrﬁffgggltz sponsor to document that you have achieved yout learm.ng

objectives? List dates when you w will meet- ~with your faculty sponsor for consultation and evaluation.

f

. 1 N -
Your .Signdtite means you have read and aqteed to this conEréct. This’ agreement may be terminated by the student,
Faculty Coordinator, or thé employing otgam.zatxa'! upon receipt. of two weeks writfen notice. K1Y signatores are
required for the Leaming Contract to be valid and in fom l\eﬁzvﬁ‘n all five copies to jO‘J! :acilty Coordinator.

Coop’Student . ; DQEE‘ "% _Placeme r. Sx.te Supv/Ema ' Date;
E‘aculty )dei’s’di : Date PacuIty ‘ Date

_ Faculty Goop Coordmatot - Gol&nrcd
*For future NCR's. : \ 111

EMC

Aruitoxt provided by Eic:

— 1783




_COOPERATIVE WORK EXPERIENCE AGREEMENT » 3~

- féRM O O .0 O |

—_ __ < .

Fall Wnr‘i&' Spnng Summer . Date ] .

— - — .1‘ - — Y
. ?L, : e

&arﬁé . ] I B SSN R CWE Program s -

Mailing Address . ) Ciy — . 7o . Prons — e
has permission to registet forand willreceive____ ¢redits(__________clock hours/ hours per weék) of

Cooperative Work Experience TLN __Upon stccessful completion of the work experience with:

Name of Firm or Agency Superviser at Work Site

.

Address ‘ Ty S 7o ) Phone
Type of Wk Experience _ v» : 2 LA
. - / : .

.
|

$s: - . L

L - o Workers Compensation paid by o
{/}a,gg,, = # . 3 ‘G Fulltime GIBIlI? g Egglc()_)/ce&vé : — 2%’5?;"0“.5 CWE Credits®
“Hours £ o : . 0O Other o CWE Credits Received
""""" — O No Coverage )

v

' _ .
. - — - JR—
o

»
. -~
x - 52 s — - - .
’ ’ ’ : * ' '
. . - . - .

)
-

~ -

Student S L
| agree 1o work as shown above to receive CWE credit. | will keep the CWE Coordinator informed of any.change in my

Work status. In order lo receive academic credit, | must be enrolled in a CWE related éeﬁﬁ“ﬁéi;
In compliance with the Federal Family Education Rights and Privacy Act of 1974, | authorize release of school reccrds and
other records maintained by the Cooperativé Work Experience Office and pegsonnel in connection with the Cooperative
Wotk Experience Program: Itis understood that such information will be discussed only with potentialgmployers or faculty,
and that such persons will be enjoined from releasing this information to any third party. - J -
| will employ the student as described in accordance with compapy rules and regulations. This student will receive creditfor
the satisfactory completion of the above CWE course. Although #iis is not intended to be a binding employment agreement, if -
any difficuity should arise | will contact the coordinator and try to resolve the issue. If the studentis 3 participantina nonpaid’ 0

work experience LBCC will provide Workers Compensation Insurance Coverage for work related injury only. It is the

7 - La e

employer's responsibility to comply with all State and Fe

dera} health and safety regulations. o A S

Routing R R
The original of this form must be signed by all 'p’é'rtigs and teturned to the CWE Coordinator or CWE Office: The second

(yellow) copy is the employers ! . . ! .

e — : - —. — . . : Ll

. ’ * LT e - » e

2 .- . - - -
2 hod ——

Cin Bonton Community College is an Equal Opportunity/Affirmative Action/Section 504/Title IX:Institution:

-

< S IR » . ’ - ' ' ' '
" ' ° . 1 0 ~ . . . .0
. . . ; 2 N . ~ .
) . g : . - | - ‘ .
- i ; 0 -
: : . | : , .- .
- ] Employer , . CWE Coordinator ] Stugent_ | S
= " @

' ¥ . . . 112 ’ i

ERIC

Aruitoxt provided by Eic:



€ T - . . " .« o -
;\A 7"7':';; 6;’7 , - - - B A S : \ [ C

- < Ko 3 . NORTH CLACKAMAS SCHOOL DISTRICT #12 S : 3

- 2 _ COOPERATIVE WORK EXPERIENCE : S .

7005;;59 : : TRAINING AGREEMENT | : o

1dent Employée: ‘ - Birth Date - Age*v y
Telephone -

.
N

: Student Address —_
" Social Seturity No R - ——Rate of Pay_
Tralrung Station: - . ' a i’eiephone

. Training Station Address:

LA

Immediate Supervisor: - : _ Position:.
s Report Time:— - - Departure Time___ , Hours worked.per week
Student Job T|tle , ' Clustér Area

s -~

The Student-Emplovu agrees to: : . ' . —

1. Keep regular attendance both in school and on thejob and will notllythe school and employer if unable to report. Student

should not wotk on any: school day that he/she fails to attend school.
. Show honesty, punctuallty. courtesy, a cooperatwe attitude, proper health and grooming habits, appropriate dress and
wnllmgness to learn. -
: Consult the coordmator about any dlmcultles arnsmg at the trammg station..
. Contorm tothe rules and regulations of the training station. - ' -

N

: Furmsh the coordinator with all necessary mformatlon complete all necessary reports, and keep a daily record of time.
. Arrange own transportatnon to and from trammg -station.
. Abide by condltrons outlined in the CWE student handbook.

i realize that fallure to comply with all rules and regulatlons assomated Wlth the GWE Program may resultin my removal from

¥ ‘ e

ey Oy IO & m;

Program. ) o
¢ o
o

e

dent Employee’ s Slgnature - — .Date____ A

~...................................\....Qr...........................................n.'."...

— - ot

The Parent agrees to: o
1 Encourage the student employee to e"ectlvely carry out duties and respeasi i
2.-Share the responsibility for the conduct of the student employee while in "the Progr am.

3. Be responsible for the satety and conduct of the student employee while travelmg to and from the school, the trammg
station and home:

_hel to participate in the NCSD Cooperative

Work Experience Program during the current school year. | agree to cooperate by keeping him/her on schedule andto help
develop enthuslasm and good work habits. ;

1 herebygrve my. consent for . ~

Parent/Guardlan Slgnature : - Date

other applucable regulatnons
2 Provide the student employee a varlety of Iearnmg experlences reIated to the occupation: .

3. Consult the coordinator about any difficulties arising at the training station. S

1

4. Assist in the evaluation of the student employee and provide time for consultation wnth the coordinator.

5. Employ student employee at least an average of fifteen hours per wee5

Employer's Slgnaturai%f' = e Date

The Schiool agrees to: T i o 7 )
1. Provide a work experienr:z'coordinator/instructor to visit the training station when necessary.

FSSISt employer in solving any.problems relating to the student employee’s work experlence _
Assist employer in planning meaningful experiences for the student employee v -
4. Grant one semester of cooperatlve work experlence credit after satistactory performance of duties as determined by the

coordinator and the employ S . s
Coordinator’s Signattire — - et - _ _Date___————
-White copy — District CWE Coordinator Tollow copy — clusﬁr ﬁiéliiit - Pinik copy — student - Gold copy — omplow/wporvlm .
X n-nnn-uu ' . : L . 5 113 j ﬁ . o A T

[Kc

wll Toxt Provided by ERIC




: * WORK EXPERIENCE TRAINING AGREEMENT A
) CORVALLIS SCHOOL DISTRICT

Student Vame . ~ Schiool ' .+ Date
Address . . ' ! PRone Crade ‘
Birthdace . Social Secufity # _____________ “ork Pgrmit -_ Yes __No
Agreement Per. __ to ___ Teacher/Adva S Voc. Program -

Emplover (works&ed) ——— ‘ Supervisor

Emplover address , _____ Phone ' i /
SAIF paid by ___ School ____ Employer ' - . :
Contact Class __ : Instructor ;

Work Experience credit lel be aiithorized upon “the student's successful complecion of )
contact class: r o
e A E R S g B F T % e A B B e drde e 1 e ~
The Stadent agrees to: " . 4

1. Keep regular accendance botk tm school and on the Job and not work, on any week _day

that s,/he Hoes not ac:eﬂd schnecl; untess absence 1is aurhorLZed by schIol authorities; .

notva emptover and vocational trainer bv phone cr message if s/he isjunable to report

- - P

 as schedaled. | | - \
2. Use proper work habits. This includes showing honesty, purctuzlity, jcourtesy, a
cooperative attitude; proper nealth and grooming habits, good dress 4nd wittinéﬁeéﬁ
to learn. ) ) ) ) o - '
3. Consult the vocational triiner/coordinatsr about any difficulties arising at che
’ralnlng Statl.on " N

&. Conform to che rules and reguiations of the Tratnzrg scation..-
Studenc Signacture: — Daté.

. v

The Vocarxbnal Office agrens to:

Z. Help studefit reldte classes to work experreﬁce.“

1
2
3. Help the employer olan mnanlngful experLenCes fer the studenc.
g
b

Grant work experience cr:drc after satisfactory performance of job dutxes.ard com=

pletion of academic requ‘rements as determined by the Work Experlence coordinator,

the employer and the Studcn

! Voc. Staff Signature: —_ __ _ ..

t's

contac’

class lnstructor.

\

Date:

) = v .-

. - , L 9
he Parent agrees ro:

LAl

4 i

. Encourag tie scudent to effeccxvet) carry out his duties and responsibilities.

T
t
2. Share thd responsibility for che conduct of the student while in the program.
3

. Be respchsible for the safety and conduct of the student while- s/he is traveling

tos and frbm schootl; the training statlon, and home.

Parent Signature: — . _ ; - Date:
, = . : —— —> : R
. R ? L el ) -
The Training Sponsor ag—ees Lo: h
1. Try to employ the scudent approximacely _ hoars each week during the training o
period. - N :

2. Conform to a*l,iederal and State; regulatxons regarding employment, safetv, child

labor laws, minimum wage (if applicable) and other pertinent regulations.

T Cowsult the voc. trainer/coord. about problems related to workK experience.

3
4. Provide mean1ngful work experiences for the W.E. student. - =
5

5. Provide rime for consultation with the voc. traxner/ccerd coricerning the student.

Employer Signature: R Date:

ERIC

Aruitoxt provided by Eic:
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- j{ L . o o ’ : /'/ o _ )
AREA OF RESPONSIBILITY: Coordination J : A [
~ . . -/ . o

TASK: Complete Training Plans o < 4
> . - : - 2

il el o = e < ¢ .
EXPLANATION OF TASK; e ' "

s
rs

The training plan helps to organize the classroom. instruction _and correlate

it with the training Station experiences. checklists that define the skills,

knowledge and attitudes required -are heipful for training plar development.

Many such checkttsts have been developed to keep < student progress records.

The coordinator and sponsor can record training plan responsibilities for

specific tasks on the skills card. That same record can ‘be used to evaluate

ottt

student progress. ; 7. ) ) i
Lo . AN
~ B,S!éiDIDS plan must focus on the student's career interest and career
objectives. It’shonid include' , oy
- & ' : . ¢
® a statement of a career objective.
@ a list of planned learning experiences.
e identification of on—the—job eéxperierices that need to be correlated with

~ classroom instfuction. .
e a record of the student's proficiency';evel.

A training plan is more detailed than the training agreement and is directed
at the delivery of instruction to the work experience student. A good

training plan might be described as an individualiged lesson plan for work

experience students, including the planned learning activities for both
ig-school instructien and Job-site experiernces. '

Exampie training plans have béen ;ﬁcluded in Chapter VII of’fhis guide.

>
- %
©

18
o

Y

REFERENCES : , . FORMS.NEREDED:

‘ None % fraining Plan Form -

P
3

: T s L

11y



: '
CHECKLIST:

1. Develop or obtain a skills card, skills checklist, task’ inventory or

other documents that identify the skills, knowledge and attitudes needed

for entry—level employment in the specific occupationat area.

2. Haverinstructors identify which of these will be devetoped in their
ins?!uctional program.l .

. - 3. Meet with the training station sponsor and have them identify skills;

knowlédge and attitudes that‘tan be developed at the training station.

< - — —

4. Identify those skills, knowiedge and attitudes that wiil not be developed

. in the related class or at the wonk station. (This can be the basis for

- 2 s ET e T T -

rotations in work stations:)

- .

5; complete the information.od‘the tréininé §lén forin.

6: Duplicate the training plan and provide copies to the student and - .

tr&iﬁiﬁé site sponsor.

4

7. Utiiize the training plan as "blueprint" for delivery of instruction.

’ .A

< . 8: Revise the plan if necessary. ' ' . .

EvALUATION: e e
'Comptete training plans (on file) for each student in the work experience
program. ;

—

- a -

~ [}

7
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ERIC

Aruitoxt provided by Eic:

- o SUGGESTED SCHOOL YEAR TERINING PLAN

[]

* < v

JD- L ‘H'i'-}“

 Student/Trainee ————— RS Training Station - —
T 2 R S
Date of Birth : Traimng‘Sp?nsor
Address, : — S Titte 1
- N P o ./ -
— e : -
Telephone No. ., (__) o
i Student Job Title — 2 —
Stident Career Interest . '
3 . R (
N ¢ \? . — —
P B . ) 7 ) |
4 . Ltearning | . ; o
LERRNING RTIVITIES Locations | " _ . YNev: | Febs | . ..
/Task . ‘ = TS .} LAB | Sept:. Dec: | March | May
Dut1es and Tasks g v | v 9§ Oct. ] Jan. | April | June
A | PERFORMING ADVERTISING ACTIVITIES:
1 Demonstrate knowledge of store adver- ‘ :
tising activites: ) N B
2 Describe advert'lsed merchand'lse to X 1
custamers. < S
- —
8 . | COMUNICATING INFORMATION
1 | cive verbal presentations.
2 | use telephone correctly. L
3 | Demonstrate businesss1ike introdictions.
3| compiete written forms and reports. . |
"5 | Demonstratp 1istening skills.
6 | Participate in employee meetings.
: 7 Keep confidential certa'ln store
information. .
8 ‘Suggest' change to management. *
9 | pistribute store information. }
B . = b 7 .
¢ | DISPLAYING MERCHANDISE:. S
1| Plan_caunter; window and interior ‘
displays. F ; B
2 -'aijjiid;’g@iiﬁt"ei';ﬁﬁaﬁﬂ and interior
_displays. - o
3 Perform display housekeeping. ‘
’ 4 Jé’ii'g'n’ and letter signs. <
5 | Dismantle displays. ‘ 2 . :




Q

ERIC

Aruitoxt provided by Eic:

LEARNING ACTIVITIES

Duties and Task

Learning.
Locations
TS | LA
v | v

* Sept.
Oct.

tlov.
Nec.
Jan;

Feb.
'arch
foril

| APPLYING HUMAN RELATIONS SKILLS:

Demionstrate positive personality trajts.

‘and/or local basiness organizations..

Aniswer customer inguiries.

<4

.

m

MANAG [NG STURé FUNCTIONS: -

-

Assist with training of other employees.

nN

Encourage employee morale.

Follow store policies and procedures. .

Follow lines of authority within store
plan. e :

I3

[ Organize job tasks.

Place stock within a department.

Explain customer services and facility
locations.

Practice expense control.

n

USING MATHENATICS: >

* Perfori basic mathematical computations:

.

Make change.

Hrite sales checks o

- W

Compute sales tax. -

W

Operate a cash register/terminal.

Examine and process a check sale.

Process a charge sale.

6

7 - ]

8 | Process custamer returns. 1T :
9 | Check out cash register/terminals’ _. ; :

) P ’

!
!

PERFORMING MERCHANDISING ACTIVITIES:

Count stock.

Place an order.

4

Comparative shop.

(S
b
N
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AREA OF RESPONSIBILITY. Coordination ' . ‘ c

TKSKP Correlate In-school ﬁctivities with Training Station Experiences 5.

J— _ +

EY .
-

EXPLHNKTION OF TKSK' 4

instruction to meet the occupational needs oE’§tuden?s. s <

classes which relate directly to the" student s occupational objective. ‘Other

programs offer seminars in job search techniqués, embloyee/emploYer

relations, human relations; safety; personal skills and communications. The

coordinator must evaluate the related instruction available and make sure

" : ' .

- Successful coordination depends on the coordinator' s‘abiiit? to work with the

\

_occupationa}”’ instructor in correlating the in-school experiences._ withfthe

activities /of the job site. Without the help of the occupational.
instrdétois, the coordinator ;will be shortchanged in developing the full
potentia of the program. Cooperating instructors should be regarded as

- addition 1 staff resoupces for the work experience program,

Checklists of requirements for entry-level employment provide a soundfbgji
for coordinating and correlating in-school activities with training station }

experiences. - “

’

~
fai - g
. 577 AN i oo
. {
. ‘ , : x
. "
REFERENCES : E FORMS NEEDED: = . :
. Y . T
‘ Noné ' \ R
I , . = \
LN
’ s o

&



S N
.CHECKEIST: v
1. Review training plans of enrolled students: . '

] 5
2. ﬁsk advtsory committee members to participate in related class activities.

Coilect suggestions for related fﬁstruction from sponsor and student
during vtsits to the t\?ining station. . . -

-9

5. USe individualized approaches to meet the needs of eachfsiudent;“
Of each

d ‘

‘the skills chec¢klist to*avoid. having large areas of deftciency in the
total training programr/”

EVALUATION: b ‘ ' 2 _ -
Student progress evaluation is the best indicator of whether on-job

experiences have been correlated with related instruction. e

P

3

" I

an

Monitor _the related 1nstruction and training station activities through
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AREA OF RESPONSIBILITY: Coordination

TASK: ké*p'ﬁmpicyegs Informed About Legal Aspects of Work Expériéﬁééi 6

. N

RXPLANATION 'OF -TASK: v . T - :

AN
v

The coordinator ‘is responsible for informing training station sponsors abcut
oregon laws;'rules and regulations that relate to the .employment|of work

experience students:. Also; the coordinator is responsiblg” for Reeping
employers informed about federal laws that affect work experience students.
Listed below is some legistatibr that affects employment of students:

child labor laws = L “ T
‘hazardous occupation orders S . ‘-

work permit requirements = -

L}l

minimum wage laws - :
subminimum wage laws . : ’ _
insurance requirements _ : .
:workers" compensation’ .- . - s

§He coordinator should remain cuprent:on the legal requirements of work __

expririence and share this knowledge with the: training sponsor. This will
alleviate employer concerns about the legal and fiscal responsibilities of

1_the work experience program. :

. e

being involve
betailed information on current laws, rules and regulations that affect work
experience are .found in ChaSter IV of this guide. . : .

P
'

A
|
N

U ’ . . 8 ____
REFERENCES: . _ LT FORMS NEEDED: -

Chapter IVv. =~ | ~ None

-




L™

- CHECKLIST: : : N .

1. HainEEin an up—to—date file of federal and state laws. rules.ftegg}anions

and orders thatfaffeg;,s;ud 1n work, experience including how they
affect your local program; ) ) i
_ ' . € A

2. Siﬁplify re{;vant information and share with employers. » :

5; Respond to'inquiries Lt“m employers and provide them with tnterpretattons
of legal requirements. ;

-4: Attend Semimavs and insérvices that explain of update legal - ‘o
requfrements. Share thts new tnformatton with sponsors.

””77”7”:7””: i , . : .

EVALUATION: -~ T, L ok I

o' 4
. - o

The level of trust between empioyers‘and the coordinator is based upon the

abtttty of the cootdinator«to provide up-to-_ate legal information -and
Teflects their confidence in the coordinator's ability to avoid legal

entanglements that arise from the employment of students. .
- ) ’ c e . » -

] ’ N , .

\n": . - - .

s ©- B ~ :
: , , 3 F
- T : —
. \g ) =

.
- |
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. AREA OF RESPONSIBILIT¥! . coordination ¢ = D .
TAéE-"Evafuaté Student Performance C [ < 1
7 - ' ‘ - ' ’
teT ) e Y ; AN _
" N h )
. o Voy
EXPLANATION OF TASK: , . ' ‘\)
: & \ .
Coordinatorsishogld visit each training station periodically to evaluate the -
student's progréss. Evaluations should include the training station )
supervisor ang_the student in a joint conference wifh the coordinator . 7 R
Together they uld determine'\\ - ' .
& whether the classroom instruction and work experience is meeting the
~ objectives of the training plan. )
e. whether the student's needs and expectations areibgingfmetlffff -
e 1if the training plan or related instruction needs to be altered: . ———
° whether the student is ﬁéeting the expectations of the emp loyer . :

performance and define areas of needed improvement. ‘ ) ;

A follow-up conference bﬁtween students and coordinator'should be 'deheduled

to review the evalyation results.f 1f necessary; students must-be ncouraged

A -

to improve their p rformance at the tiiining station. \ . 70

v \

o

on-site observations of student ﬁgrformance should be conducted gvery four

weeks at-a minimum. Evaluation should be made at the end of each nine- week

grading period. ' ;

.

] v s, e e L. :
REFERENCES: . // FORHS NEEDBD' TS - '/ -
Nornie o pd 2 Employee Progggss Report

: . e Evaluation Form hs . > E
— ; e : " — Srr— —

’




/lCHECKLISf: 

e

e

1. Hold a joint avaluation conference with the student and training sponsor. .

_ 2.tIdentify strengths and weaknesses in the student's performance.

-~

3. ﬁététﬁiﬁé additional trainigg ﬁttieitiég rnieeded by the Student,

R "é _ . J: o . - - - - —. B
3. Conduct. a follow-up conference ﬁith;ghe student to review performance

evaluation.

EVALUATION: -

Filed coples of
this job.

/i

L

-]

tudent perf

;tx

ormance evaluations are

3

evidence of completion of _:

.

LY

N
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NEWBERG HIGH SCHOOL o s
CWE Student Empioyee Performance Review =~ . e
pate: — ' ‘ Hire ﬁﬁte:~-
! »
student Name: ' —__work Station:
;Déﬁt- §6§§§i66£ ‘ Superviéér; ' -
Evaluatibn Péri6&3 ?féﬁiA N to: ) —

I. JOB PBRFORMNCB
1. ~QUALITY OF WORK - ° " ..
oas () Maintains very high quality standards.

b. ( ) Does job completely and thoroughly.
. c: ( ) satisfactory performafice. SN e 7
d. ( ) Sometimes_ requirés reminding on the quality of work \pePformed.
e. ¢ §'Qua11ty . work below our standard. \ .
2. VOLUME OF WORK. N o -
a; ¢ ) Unusually h‘gp outpu;;—@gegsiemergency demands well
b. ¢ ) gonsisteritly turns out, more than average.
c. t ) Finisfles allotted amount.
c. { ) Does not carry fair share:
. =]
3. KNOWLEDGE -
- a. () Excellgn;fggogleaie of SBSigned and related jobs
s b. C) Has ‘mastered all phases of assigned job.
" <. () Good; but needs idprovement. P
d. ( ) Limited ynderstanding of _assigned job. e
e. () Unsatiéfaéf6f§'l§ﬁél of’ 3ob knowledge ’ .
1I. CAPACITY - . . §\

. ) te arns with exceptional rapidity
b. ¢ ) Grasps instructions readily. . _
_ c. ( ) Average ability to learn new things: ' -
T , d. (.) somewhat slow.in learning. ‘ _ N
¢ :

) Limited in learning new duties.

2. - INITIATIVE AND Rssmsrﬁix.iﬁﬁf
‘a. ¢ ) Seeks additional work aggiresponsibility
ib. ¢ ) Pushes work through ofi own initiative.

¢ 7 Normal supervision requir&d--not a self starter.

c.
d. ¢) Needs considerable édﬁerbiéion 7
a. () outstandipgfgbility to reach sound and logical ccnclusions
b. () Kctiqqugnergiig based on good reasoning.
c. ( ) Average judgment. o
.d. ( ) Usually makes decisions without considering all aiternatives.
e. () poor judgment
. 125




h 2

. -
v ~ - . N

11I.. ATTITUDE TOWARD JOB . ‘ M R

-
~

1. = INTEREST .
a. { ) shows intense 'enthusiasm and interest in all work ‘ .
b. ( ) Shows interest-enthusiasm is not sustained: -
c.. { ) passive acceptance-rarely-shows enthusiasm. %
d. ),ﬁhdﬁg 11ittle or no interest. . - L. 2 P
B s - 3} . ° T, - ~ } o ..'_-
2. ATTENDENCE 'RECORD ! .
a. ) Always on time and dependable. o NG ) S
b. ) ‘shows responsibility -toward regqular attendance. .
- €. 5 ) Occasionally late or absent. . * SR
- - d: { ) often late or absent or health seems to preclude—regular
- attendance (explain). ;
"% _ USE OF EQUJPMENT AND SUPPLIES . . s K
. a. ( ) superior use of equipment.and supplies. LY
© b. () Bxercises care. . )
" c. ( ) Average in use of equipment and supplies. . R
d-~( ) Encounters difficulty in this area: . ., <
Iv. PERSONAL QUALIFICATIONS IN RELATION TO THE A ]
: REQUIRMENTS OF THE JOB , ' ot o
1. PERSONAL GROOMING R ) IR
a: 't ) Neat and in good taste:
b: _( ) Neat; but 666&§i6ﬁ§11y dress is not apprOpriate for work
) station: : }
c. ( ) Sometimes gareless about- appearance. . .
d. ¢ ) Untidy. . > .
2. TACT. AND COURTES! :
a. ( ) Tactful and considerate of others.,
b. ( ) Occasionally untactful and inconsiderate. i
c. (1) COoperates reluctantly or sometimes causes dissention. .
I
3. OBSERVKNCE OF CONFIDEN‘I‘IKL MTURB OF UURK STRTIUN o ' v .

a: () Respects the confidentiality of the work station. o

b: ( ) Inconsistent in observing confidentiality of the work station.

c. ( ) Careless; tends to violate the confidentiality of the work * .
station. : :

Comment: . .

T 2 ]

Signature of Student: Signature of Supervisor: s _

Approved by:

Please return one copy to MRS. GOLDADA MEHRER; COORDINATOR; COOPERATIVE WORK
EXPERIENCE, NEWBERG HIGH.SCHOOL, ELLIOTT ROAD; NEWBERG, OREGON 97132.

126 ) ;



AREA OF RESPONSIBILITY: Coordination c
TASK: Coordinate Student Termination and Relocation in Training

- Stations * 8

EXPLANATION OF TASK:

Students sometimes lose their work experience jobs for one of several
reasons. Training stations may rEfUEE to follow a training plan, they may
lay off workers or there may be a’ personality difference between student and
employer. Regardless of the reason, it is a general policy to relocate the
student at another work station. .The relocation of students should occur-
after the student, parent, coordinator and employer have agreed to a change
in training stations. o

) S _ I S
For the protection of all persons concerned with termination and.relocation,
a“Written policy should be adopted to cover the various reasons for a
transfer. o ’

\

Sbﬁétimeg,gtudéﬁts are transferred to other training stations in order to

improve their training opportunities. The coordinator should carefully weigh

the merits of both trdining stations before recommending this type of

relocation. It can have imylications for future placement opportunities for
the étﬁdéﬁt. o . ) .

For protection,of employers and the schooi district; a school policy should

define the procedures for ‘termination of students:

to relocate the student into another tf&iﬁiﬁé station: 7

-

> . a
.

REFERENCES : FORMS NEEDED: i

None | . . student Transfer Form




o
CHECKLIST: T
1. Develop a set of written procedures for termination of students in
training stations. \ .
ith §go§§ori nd the student in conflict or. decide
if studenr can be reinstated upon meeting the

Rrrange-a meeting with the

if termination is final or

Determine if the job should be terminated or {f the situation can be
&

2.
coﬁditions of employer.°
3.
resolved: :
1f termination is the only solution; discuss the reasons.
Determine if sponsor wants to continue the program

sess the student's career interest.
Discuss the student'é strengths and weaknesses

Reassess the
write a new training agreement with the employer in a new training

(e ]

8:
station. .

Have student complete the termination report.
Have studerit write a report on experiences on the job.

10. Have studei
Establish student in a new work station:
old; training station asks for a

11. ;7’717771 stuc
H . : o/d% ‘
' 3

EVALUATION
A coordinator has performed well if the
réplaceiienit for the student that was terminpted.

»
s

Jd

“a



“ . STUDENT TRANSFER FORM ' 8

Student-Learner ] Transfer Date

Present Training Station : -

Present Training Sponsor .

New Training Station

New TFS?ﬁ?ﬁﬁ Sﬁéﬁéﬁfggggggggffgfw,gW, . o . -

REASON FOR TRANSFER: | - '

IS ¥i !
COMMENTS:
- =
— " .
Vo 5 S .
' '. A \; - 3 \
~ IDATE - SIGNATURE.- - -
‘ ' - ' Coordinator -
‘ - ’ '

S . - o _
It is the policy of the school district-that no person on the basis of
race; color, rel1g1on nationaly or]g]n or ancestry, ages; sex; marital

J+1n1nn+1nn 3. Aaniad +ha honafite nf An Athamiica ha ciihiartad +n

Lt Spew



ARER OF RESPONSIBILITY: Coordination S c

TASK: Complete Records .and Forms A 9

I

EXPLANATION OF ‘TASK:

The work experience coordinator must keep many records and £111 out a variety

of forms. Most of these forms are standardized and require a minimum of -

explanation. Because recordkeeping is a time-consuming job, coordinators_
must develop their own techniques for conpleting the necessary records and

forms: Some of the commonly used forms are provided in this guide under

appropriate sections. OthErs are found in the following pages. Some commorn

records and forms are: -

training station prospectus (c-1)
training station evaluations (C-1)
student transfer forms (cC-8)
student evaluation forns (c-1)

. training. agreements_ (c-3) S |
training plans (C-4)
visitation schedules (C-2)
coordination logs (C-2) R )
wage and hour record (follow this job sheet) -

targeted job credits certification.

) eligibility determination worksheet——Tare (Chapter IV)

'

Allqof the ébove listed forms are found in this guide. Most of them are

included with the appropriate job sheets as r ed above.

. - VG S ;
REFERENCES: . FORMS NEEDED:

77777 | - o All forms listed aboye.




CHECKLIST :

1. Haintain a fiting system that will aliow reference to:

--coordinator's activiﬁies, schedules; logs

—-on-the-job file for each student

—-ﬁBEE station file. prospectus; evaluation
2;‘Organize student information for . qdiék retrieval.
P ;

3. Keep a supply of blank forms for each record to be maintained.

4 Review files periodically to remove items thét aré‘**t needed.

information ‘that can be kept in a student file. "

EVALUATION: '7/ . BT
Y © :' .

functional system for keeping records on a worﬁ\exagsience prqgram that

5 . L
' . [

5. identify federal, state and local school district policies as to the

L 1l

<N
: v

~ ks
j



& ; : ' S . g

STUDENT-LEARNER'S WAGE AND HOUR RECORD |

FROM c " 19 to __ 19

- STUDENT-LEARNER - o

¢

DAY * HOURS WORKED =~ RATE .‘ .TOTA}MEAéNINGS

—— | o S S

MONDAY - L
, — VA

TUESDAY | , S IR

WEDNESDAY e ' ' e

THURSDAY o —— . . o —

FRIDAY o 3 o

SATURDAY - : '

SUNDAY | - |

TOTAL = - -
FOR WEEK - v - ¢

COMMENTS . | e ,
) K " | . ' ;- l ‘ =~ ;;

", - ' ‘ '\-::,,,,; ,,4,,,;' - i : | ' n
DATE: . i . STUDENT-LEARNER:_________
A Sy T I S s _SIGNATURE. . .~ =
It-is_the policy of the school_district :that_no-person on the basis: of race; color;i
religion, national origin or ancestry, age, sex, marital status or handicap should
be discriminated aga1nst; excluded fr m,gart1§1p§;iqnﬁ1g;;dgp1gd,thg,bene?its o
or otherwise be subjectéd to discrim1%at1on;in any program or activity. . = -

—yi
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ARER OF RESPONSIBILITY: Coordination ) ; c
B TASK: Coordinating work.Experience for Special Needs Students : 10
> . ; N - DO - .

ra
4

Eprnnnrton OF TASK:

The special needs work experience coordinator and -training staff must keep

many records and fill out a variety of forms. Recordkeeping on special needs

students must Be glearly laid out to show that the goais on the student's IEP

tindividu_.lized Education Plan) are being honored.. Some forms that can be

used are: ‘ . ~ :
e work experience training agreement (pages i}ifiii) < -
e documentation form for trainer time (page 261) - . e .
e vocational skills record (page 263) ‘ - o
e trainifng data sheet (page 265) : U

- @ traine feedback (page 267) L

. ®. social ‘worker ‘skills checklisgijggge 269) :
e annual cooperative education report (page 161)

‘@ .student's wage and hour record (page 133) '

; ‘®: student transfer form (page 129) S

The Individual Education Pian (TIEP) 1s the roadmap to successful coordination

21
i’. of work experience for special needs students. _The forms are vehicles for

completing the IEP. The IEPs should be carefully planned to assure optimum

. Success for the student:

t

1
o

L4l

-

;5 <
B,
-1
9
:ﬁ " "-,— -
i
REFERENCES: @ . . FORMS NEEDED: pe .
None . ' : . None




CHECKLIST: _ . | - _
ﬁaiﬁtaiﬁ é;fiiiﬁg.jéyétéiﬁ that Wiii allow rééé’réﬁ’cé to:

1.
o

—file for éach student that contains referrals taken in class or

on—the—job referehce§ S ol
, 2. Maintain log of information, confidential and otherwise, to document
student's progress qnd anything that may have influenced studerit's
progress, " .

.

L ' i :
ze student information for quick retrieval

w
(o]
L
[T
[

o
-3
Al
[\ N
(1}
Lo}

p a supply of biank forus for each record to be maintained.

W
L

Review files periodicaiiy to update forms.

o'

Identify federal; state and. iocat school district po icies as to the

information that can be kept in a student fite* g .j

| EVALUATION: ¢ T
Success is based on the tooz inator s ablility to develop and carry out the

: special needs student'’ s individualized education plan.

IRY

0 ) .

L
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"AREA OF RESPONSIBILITY: Coordination o]
TASK: Provide Program -fof Orientation and Development of Training =~
. sponsors 7 . : ° . . 11
EXPLANATION OF TASK: .

they know very little about¥teaching methods and techniques. °Cooperative’
education must involve a level of trust between student, coordinator and

employer that allows each party to benefit from the skills of the Sther two

parties. The coordinator must spénd considerable time in sponsor orientation

anﬂ“deveiopment if maximﬁﬁ”ﬁfiiiiétiéﬁ of training 5tations 1is an expectation.
" orientation and deveiopment of training sponsors begins with the ‘training = -
‘plan and agreement. The coordinator must provide clear explanations on the
status of the student in the training station, the meaning of the training

agreement and the importance of following the training plan so that related

instruction can be correlated with training site experiences. The initial .
orientation will establish a framework: for instruction at the training’

station.’
p ]

The development of training station sponsors must be a continuing process
that reinforces the following responsibilities: -
working cooperatively with coordinator )

keeping informed on _related class instruction 4 .

providing “hands-on" experiences to studemts = -

teaching specific job skills and technical information l .

emphasizing responsibility and dependability to student
helping students develop a positive attitude toward emp loyment
following training agreement and plan -

oo;ir;‘oo

AS tie positive relationship with the training sponsor grows; the coordinator
———will be able to offer suggestions for improving on-the-job instruction.. The
spongors will improve their teaching skills and the coordinator will acluire

supervision skills if a true cooperative relationship exists between the
school and employer. '

- _

. - | . a =~ -

-/ -
REFERENCES : T . FORMS NEEDED:
_— & -
None ] None

zz==z=z"=-4 - T o

.
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CHECKLIST: - S o : t
| : e
1. Provide sponsor with an orientation to the work experience program.
Include: '
Wi 7 .
--the status of the student in the program. ' .

—--the purpose o£ training agreements:

—-the use of a training plan:

S

Ky

2. Provide sponsors with a program that. deveIOps their abilities to instruct

students at the training station. * B .

--clarify Iearnipg objectives as often ‘as necessary.

--share instructional approaches that seem to work with specific students.

-2offer suggestions on working with attitudinal problems.

-—hetp reinforce their basic responsibilities as a training sponsor.-'

3. Evaluate the training stations periodically to identify the needs for
' sponsor development. .

4. Plan strategies for continiing development of SPONSOLS.
EVALUATION : - |

Longevity of a firm as a training station is determined by the orientation
and development of the training sponsor.' .

hE

4

&

.



* AREA OF - e
RESPONSIBILITY: D. PUBLIC RELATIONS , .

TASKS : 1. Inform civic and business groups - T2

. about work experience program Do 131
¢ 2. Inform student body about program _ : 143
pro .

| 3. Develop promotional brochures - -~ . 145

o
L

Prepare in-school displays f 149

. Prepare ndws releases

(3,1

6. Conduct recognition activities for™ -

employers and employees . ) : 155
. Prepare amfannual report on program
accomplishments - . N

{
o-d
)

3 X o . : .




ARER OF RESPONSIBILITY: Public Relations . , D

FASk: 1Inform Cilvic and Business Groups About Work Experience Program 1

EXPLANATION OF TASK:

Coordinators should take all opportunities to speak to civic and business

groups about ‘work experience education. By explaining the program, the
coordinator can establish a positive relationship with the business and
industry sectors. A positive relationship eases the task of creating

traininy stations for work experience students. ;
A medlated presentation is a very effective way to-provide an overview of the

progran to civic and business groups. The groups should be allowed to ask

questions and make suggestions on the development of work experience in the
community. If possible, provide brochures or other handouts that briefly

describe the program and provide the name of a contact in the school.

B . . ) S , 7// R s
REFERENCES : FORMS NREDED: / :

None ‘ None
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CHECKLIST:

1. Inform local civic and business- brganizatibns about the work experience

program through members and let it be known that you are willing to make .

presentations to groups. _
2. Rccept invitations to make a presentation at their regular4meetings.{//P~

3. Schedule work load to permit attendance at the meettng

4. Organize a presentation of the work é;pertence program that uses examples
and illustrations to: . -

~—explain the purpose and goals of the program.

~-explain how the program operates.

--invite those intérested in becoming sponsors to contact the coordinator.

--allow listeners to ask questions.

5: Dtstrtbute a handout of brochure that gives brief explanation of the

program:

6: Collect names of members that show 1nterest in further 1nvolvement with

the work experience program.

EVALUATION: * - -

business organizations.

%
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AREA OF RESPONSIBILITY: Public Relations D
;\, TASK: Inform Student Body About Program - >
EXPLANATION OF TASK: ; ' a

A positive Eel;ti6n§ﬁip must be maintained with the student body if we expect

continued enrollment in work experience programs: The image of work "

experience will determine whether students enter the program.
A good image can be developed with students through 6fientétién segéibnE;
planned infctﬁéti6n pt6§téﬁ§ and recbgnitibn for itﬁdent involvement. -

A planned information program is more effective than impromptu attempts to
publicize the program. A varlety of media should‘be utilized in providing

information to students. They include:

local and school newspaper articles on student activities, success
storles and program information., :
Elyers, brochures. bulletin boards and posters.

————————— -

career clinics for students conducted by employefs and work experience

students.

eémployer visits to classes. ’ -
; displays and exhibits at school fairs and conventions.
/)personal contacts by coordinator.
radio and te1evision appearance by coordinator and students.
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Information should be delivered on a planned schedule that prbvides a

continuous flow of publicity about the work experience programs-

REFERENCES : o FORMS NEEDED:

None . Norie -

-
B
N
b
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<y

1.

EVﬁLUKTICN'

1dentify target audiences within student body:
——classes

-—organizations

L4

. Plan content to be delivered to student audiences, including:

=
——purpose and goals of ‘'work experience

=-job opportunities

--credits and schedules

--responsitftiities

——benefits

0

: Plan a system to effectively deliver information to student groups. 6;5:

--newspaper; radio,. television ) B
—-brochures; bulletin boards, posters ¥
—-—clinics; seminars,,oral presentations

-—field- tNps, resource speakers

--displays, exhibits

.

. Plan a schedule for delivery that allows a continuous filow of information

to students; such as a public relations calendar with information on
activities for each month. ‘ ‘

Bvaluate the quality of activities and revise the public relations

calsndar to offer the most effective delivery of program information to
students. - :

-

This job can be evaluated by reviewing the public relations. calendar that

defines the content, media to be used and timelines for delivery. of program

information to students: The planned activities must be implemented

according to the timelines of the plan.

. : * '
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AREA OF RESPONSIBILITY: Public Relations S © b

TASK: Develop Promotional Brochures i . 3

The brochure is a good promotional tool for mass distribution to parents,
employers and students. It 1s an effective device for telling the story of
work experlence and for recruiting students and training statlions.

EXPLANATION OF TASK:

Brochures are usually printed on one sheel of paper with a single or multiple'

folds: Graphics, illustrations and logos are often used to enhance a

- brochure. The content must be clear and concise. covering the fundamentals

of the program.,with a minimum of copy. Yet it must be comprehensive enough

to attract the attention of all target audiences. If that is not possible,

consideration should be given to specific brochures for each target audience. -

1f budgets permit,,a professional graphics artist should be employed to

design the logo and make the needed illustrations for the brochure.

Likewise, the brochure should be printed in a shop that"is known for the

quality of its products. Typesetting usually reproduces better than

typewritten masters.
:Representatives of each large audience should review the rough draft to
assure that the brochure communicates well. The draft should’ be' reviewed for

the following: .

understanding of content message
reading level

eérrors :

graphics communication

format problems

Hany good brochures have been developed for cooperative work experience.f The
coordinator may want to collect several of these and adapt the format and
content to meet local needs. . This would save the time:and expense of

developing a new brochure. . : . )
. A

e <« L

REFERENCES : ot 'FORMS NEEDED: ) 7 :

Example brochure . None




4

2. Identify audiences to receive the brochure. -

--parents

--students

-—employers

--administrators ,

3. collect sample brochures from ‘other Schools:

- 4. 1dentify 1ogos, photos; illustrations and colors needed to support
message. . o )

5. wWwrite text or adapt material from evample brochures.

6. Develop rough draft with graphics/ photos and illustrations.
1. Review brochure with: ; ) v Jfg
N _ B 7-
--students o
--advisory committee.
--parents \ :
--school administration and staff , v~
8. Develop final draft; based on recommendations of reviewers.
9. conduct final review.
10. Have priﬁiiﬁé done at a quality shop.
EVALURTION: . o
. . “ ~ ‘ ' .
The quality of the completed brochure as determined by its content; graphics

and printing will evaluate the coordjnator’'s ability to develop a brochure.
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K * +
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... Mintmun of 15 hqyrs fer week

.. COOPERATIVE TRADNING
A vocational program -
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' ‘ /

. ’ ’
. \Z\: o
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Business & Office Education , “
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. be discrininated against, excluded From partictpation in, dented the benefits of - B CA v
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AREA OF- RESPONSIBILITY' Public Relations D .
TASK‘ Prepare In-School pisplays &= = s 4
_BxpLANATION OF TASK: P . ; . -

Displays are an effective public reiations tool for bringing ideas to

. students within a school setting:. Special observances such as National .

Vocational Week; Spring Fairs and Back-to-School Nights are good~times to

. prepare displays of the work experience program. Other displays may feature

v photographs of students in their training stations; student of the_ month.

,etc./ Such: displays are updated and modified regularly. ; ,

-t

. 'Some: suggested themes for work experience displays are: )
N N ]
e students of week/month. S ' R
e Dbenefits of work expérience to students and community. .
® accaﬁglisnnéntslaf students in vocational classes and youth organizations,

Displays should be placed im areas of heavy studeht traffic such. as the front
office, cafeteria, student lounge or assembly hall. Remember to keep the A -
display current so- that it will catch the students attention. 7

istudents enjoy c;eating displays,that bring recognition to themselves and

" their program. The coordinator shouid involve the students in planning and

- preparing the display, serving as a resource person for ideas. and

occasionally giving direction to. their efforts. Preparation of - dispiays is

not a. time—consuming activity for the coordinator if students are motivated

s ST e T T

RRFERENCES: | .‘FURHS nazozn.

Nonhe . S . | Norne
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CHECKLIST'

l. Identify (in public relations calendar) special observ‘nces that lend

themselves . to promotional displays; such as:

-—back-to-schocl nights < .

i -—-career fairs

--National Vocational Education Week |

——class registration

_ . . ) ;

"3 Help work experience students’ plan displays for the school yaar, such as
- student of the wqgk or photos of students at work . c

4. Identify and secﬁre materials needed for display

7 5; Determtne 1ocation for display . A ' _ ‘e

R

Haintain display in good condition throughout the period it is being

observed.

\8 .Qismantle display and store usable parts for future: displays.

VALUATION: . ' | e .
, 5 . _ . -
. quality of displays can be evaluated by ‘counting the mumber of =

promotional brochures picked up by students or the number of ”Eudent :

iﬂquir es and requests for further information.

| Lt
- , e
\ __ __. _
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AREA OF RESPONSIBILITY: Public Relations ' o ' D
TASK:| Prepare News Releases - L 5

3 — — e

Expmm'rfo{x OF TASK: - B | Lo _

News rekeasEs are an effective way to fnform the community §P99£,E99P?§§tive
work experience. Coordinators. Should develop a working reigtiogshipfwitﬁ
local newspapegoreporters so that they will accept news items reguiariy

1

They should also contact school newspapers.

° Students should p rticipate in planningfagdfgegeloping news releases

according to timelines identified in a public relations calendar for the

school year. The cxc make small group i
preparation of ‘a monthly news release. The job becomes a learning activity

for the studeqt and f'ees the coordinator time to do other work. - .

srdinator cal make small group assignments for .

o -

and the related vocational programs. - Photographs of students at work in
laboratories and training tations appeal to a wide audience of employers.

parents and school staff. me topics for press releases are:

+ News releases can be pr' yared on a variety of activities in work experience - éf

= 2

' - e employer*emplogee7recgggi ion actiditi"" . .
@ career falrs/career days/jfb fairs ‘
@ guest speakers :.
e new vocational programs . .-
e fleld trips/job observations \ 9 ]
® -vocational student organizatiolR activities -
e student of the month . - ; : Co
e student projects )
¢ new staff \
& business and; ;industry cooperation

The coordinator should keep' a supply of press release forms and assign |
- ystudents to each activity that appears to'be of interest to the tagget - .
audiences. : : : : /

: . .
REFERENCES: - : 7
i cooperative Education Activity

News Release Guide

-




 EVALUATION:

CHECKLIST: SR

1.

2.

‘guide. - .

Develop a working relationship with a local reporter.: . \

éﬁeék and follow séﬁbéi §6iié§ on news releases.

Follow guidelines sQown in cooperative education acfivtty news release .

5. N

Prepare news releases on the press release form.

. Obtain approval to submit a news féiéééﬁ (as determined in #2).

-

Send the news release to a local newspaper or other news outlet.

Provide copies.of the news release to:

=~administrators ,
—-advisory committee members -
~-staff: ’ R .

‘Follow up to determine how the editor used tlie news release.

—
[

Rcceptance of news releases by local editors is an evaluation of success in

preparing quality news releases. » - .
"
. . v
o ’
; -
. . > "
= j N
" : .; &
e
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SCHOOL :*
; ADDRESS:
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o

. End news releases with the symbol HHHHHHHHHHHHHHEEE.

COOPERATIVE EDUCATIQN ACTIVITY NEWS RELEASE GUIDE ,

. Get the who; what; when, where and why of the cooperative education

activity in the first sentence or two. These first sentences are called
the "lead.” A good lead captures attention. After the lead has been -

developed; begin the deétalls of the story. Each succeeding paragraph

should be of -less importance.

Use short words and paragraphs.

Two sentences make a good paragraph.

Use a stapdard letterhead-type format for the news release.

. include the school address and telephone number.

Use exact dates in a news release: October 10, rather than next Friday.

b
Elifminate adjectives in the news releases:
Type news releases on 8-172 by 11" bond paper. : . i

Doht send catbon coplies to newspaper editors:

Be-sufe to keep a copy Of the news releases:

Lééi‘iéﬁ‘i—:iié;; margins. : ' A I
Type double spaced or triple spaced on one side of the paper only: -
Iﬁdéht each paragraph at least five typewritten spaces:

e bottom of

If the story must run more than one page; write MORE at tt

each page except the 1last:
Always end each page with a complete sentence or paragraph. .

.

;
- t
t

. Deliver or mail every release so it arrives in advance of the deadline.

e
(o]
Y




ARER OF RESPONSIBILITY: BPublic géiatibﬁg Lo D

TASK: Conduct Recognition Activities for Employers and Employees 6

—
EXPLANATION OF TASK: T
' showing appreciation for employers and student employees is an important step

toward building long-lasting réiﬁiibﬁships between the school and community:

Appreciation ceremonies, whether in the form of informal breakfasts or formal
anquets; are a pleasant way to end the school year. They give students a
chance to socialize with their employers as well as to formally thank them:
in addition, they often add to the sponsors' and administrators'
understanding of the work experience-program. Such gatherings are generally

_planned by the students and provide an opportunity for them to organize and
“learn to work together in conmittees. ‘ ;J?

o

REFERENCES : . FORMS NEBDED: | .
Sequence of Activities in Con- ~  Nome - >
ducting A Successful Employer/
employee Appreciation Event

155 e



CHECKLIST:
1. Hold a general meeting of the class or student vocational organization to

,discuss the purpose, date. and place .

3. Dbtain school apprqyal of activity and date:

. Arrange for a suitable place. e

5. Meet with committee chairpersons and youth organization officers.

4

5

6. Select guest speaker and confirm date and time:
7

]: Plan menu--consult with caterer or those to prepare the meal:

8. Get approximate cost figures ,

10. send invitations:

1. peyeiogipg;;etigipoard display or posters to remind students:

13: Plan decorations: ' J

= ,14: Include those accepting invitations on reservation list.
15. Notify caterer of number of people attending the event.
16. Prepare place cards and name tags.
17. Make a seating chart.
18. Prepare program for printing.
19. Rehearse program.
20. Instruct classes in etiquette of clothes, table manners, introductions.
21. Students rehearse introductions.
. 22. aArrange for pictures and prepare news write ups.
" 23. Rehearse program at site of event. :
24. Decorate the rcom for the event. -
25. Hold event. S
- -26. Present certificates.
-7 27. Clean up.
28. Make payment for meal
29. write thank-you letters; : ~
30. Hold evaluation sessions.
31. File committee reports. :
EVALUATION: C S *

A well organized social gathering between students and employers will create

good will and promote a positive image for the work experience program:

156




s

gty aeknewledeeg te conrbiton

of

~—:ln the. ‘
GGGPERMWE WBRK EXPERlENCE PRGGRAM

Biue Mountaln
Sl Community

1 % éollm

O signature; - |




e _
¢

ARER OF RESPONSIBILITY: Public Relations - )
TASK: Prepare an Annual Report on Program Accomplishments . 17
EXPLANATION OF TASK: ' ' A

v0cationai‘programs, including work experience; require records of
accountability to satisfy state and federal mandates. The coordinator must

maintain records on students that are enrolled in work experience for the
Vocational rducation Data System (VEDS).

Some school districts require annual reports on' work experience programs.
Aside from required reporting, annual reports are most helpful in 3ustifying,
the program to administrators and school boards. When coordinators are asked
to prenare-reports for the district, well-kept records are a_true asset,
providing facts about the program and érhancing its credibility.

It is recommended that coordinators keep their own records in order to

highlight the activities of theilr programs. An example of a report form for

compiling student information is shown on the following.page of this guide.

The records from this form.can be described in narrative format or its

contents can be piresented as summary statements and supported by the detaited

REFERENCES : FORMS NEEDED:

None . : o ‘Apnual Cooperative
Education Report

159
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CHECKLIST: 7 ; |

3. Post records at regular intervals thrbughbu; the school year.

a: 'eaa'p’iété the record at the end of tiié school year.

6. Wtité narrative Etétéﬁéﬁts that defifle each conclusion. 3

7. Prepare an hnnual report for administrators.and Board members that
reports: ' . -
—-status of program ’ .

—-outcomes of program :
--needs of program
;--recommendations for next year

8. iccepf opportunities to make oral presentations of the annual report.

EVALUATION: -

i . < —_- - - .

A written annual report is evidence that this job has been successfully

completed. : C

. H |
.
Qi
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RARER OF
RESPONSIBILITY:

\

E. PROFESSIONAL DEVELOPMENT

- Rl i H
- Page

Attend district and state workshops, 7
meetings and seminars ‘ . 165

Keep ‘current on technological changes o
in business and industry ) : 169

participate in local ari state professional
_organizations | 173
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ARER OF RBSPONSIBILITY. Professional Development

TA§E~ Attend District and State Jorkshops, Meetings and Seminars
. .
—

Lt

EXPLRNRTION OF TASK : ;\
work experience coordinetors must Keep current on the many technological
changes taking place in business and 1ndustry They must know, at least in
general terms, the impact of technology on the many occupational areas served
by the work experience _program. Training plens must reflect these new and
changing technologies as well: 4 :

Many meetings; workshops and seminars are conducted by state agencies and

private companies to update the technical skills of employees and educators:

Attendance at update meetings allows the coordinators to share ideas and

receive information from technical resources. L

Information about such activities is available from regionat coordinators who

usually dissemtnate information to the schools in the districts:

In -addition; na;ionalvworkshops and seminars are sometimes held in the
Pacific Northwest._ Applications for attending such sessions are usually
found in joutnalsand\publications. The addresses of the various.
professional publications are listed in the following pages of this. guide.
Each coordinator should subscribe to at least one professional publication as
a means of observing the national trends in cooperative education.

iy

—
Pt
'

. . 7
. o 3
ﬁEEEﬁE&EES‘ ' ~ FORMS NEEDED:
Professional Organizationé, ‘ None

Journals and. Pubiications

o : 5
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CHECKLIST: ¢

1. From the 1ist in this guide, select and join a professional organization
that serves your needs. - .
2. Coptact the regional coordinator and ask to be placed on a malling list

for inservice meetings, semjnars and workshops. L7
EVALUATION: : , .
§§§§fi§i§§§§$iéﬁais éVéiﬁété coordinators by their attendance and
ggggig;gggioﬁ in local; digyriCt snd state activities for professional
‘developrient . ’ . ' P

L}

i |
o
o
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~ PROFESSIONAL ORGANIZAT@S JOURNALS AND PUBLICATIONS

\‘.

_PROFESSIONAL -
ORGANIZATIONS -

| DEPARTMENTS OR .
'SUBDIVISIONS JOURNALS

| ) - _— -

Nationa1 Education
~ Association (NEA)
1201 16th St., N.W.

Washington, D.C. 20036

The Review of Educational

' Research 'ﬂSL
Journal of industrial
Arts Education
Todays Education
The News Letter
. NEA News  _
" NEA Handbook
NEA “Journal
Reporter

Ameriican Educational

_ Research Association (AREA)
Amer1can Industrial Arts
 Association (AIAA)
Classroom Teacher

Home Economics

Vocational Education

American Vecat1o1a1
Association (AVAY
1510 H: St.; N.W.
Washington, D.C. 20005

S

- Health Occupations

ricult Vocational Education
Business and 6ffice. Education  Jourmal

Distributive Education - Monthly Newsletter

Industrial Arts Education

Trade and Industrial Education
Guidance
New and Related SerV1ces . . _

Agricultural Education

Technical Education «

Amer1éan Horie Econom1cs
"Association (AHEA)

2010 Massachusetts Ave:,

. N.W. '

Washington, D C. 20036

-

JournaZ of Home Economics
Home Economics Research
Jourmal

Art . _

Family Econoi ics/Home

_ Management .

Family Relations/Chs ld
Develdpment

Food and Nutrition

Housing, Furnishings and
Equipment _

Institution Adm1n1,trat1on

Textiles and Clotning

National Vocational AgPi-
cultural Teachers.

Association (NVATA)
Box 4498 o

L1nco1n, Nebr 68504

News and Views of NVATA

American Federation of
7”Téééﬁéfs,(BFT),,
Continental Building
1012 14th St.; N.W.

Waéhihgtgﬁigggggi 20005

American Teacher Mdgazine
Chanyging Education

American Personnel and

.. Buidance Association

(APGA)

1607 New Hampsh1re Ave.,
N:W:

Nash1ngton, D.C. 20009

;Nat1ona1 Vocational Guidance The Persornmel and |

- Guidance Journai
i : Vbﬂattonal Gutidance
Coe : _ Quarterly

Assoc1at1on (NVGA)

" Guidepost
Measurement and
Evaluation in Guidance
Schocl Counselor
Counsgeling Values
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-/

Arierican 1choo1 Health
~ Associat.ion (ASHA)
Kent, Ohio 44240

" Journgl of School Health

Directory of National

~Organization Concerned
Wzth School Health

- JOURNALS AND PERIODICALS

VOCATIONAL EDUCATION-

Agr1cu1tura1 Educat1on
Agriculture Education
"Farm Jourmal
Journal of Farm Economics

Successful Farming

Cooperat1ve Education
Journal of Cooperative Education

Marketing atd Distributive Educat1on
Journal of Marketing
NADET News
- Nagion's Business
Marketing and Distributive
Edwation Today
DECA Reporter -
Marketing Educator’s News

Realth 0ccupat1ons Education
American Journal of Nursing
Health Occupations
Nursing Qitlook
Nursing Research

Home Economics Education
Forecast
Home Economics Research Journal
_ Illinois Teacher
Journal of Home Economzcs %
Tips and Topics
What's New in Home Economzcs

Business Office Egucat1on
Balance Sheet (free)
Business Education Werd (free)
Changzng Times
Journal of Business Educatzon
Rowe Budget (free)

Typewriting News (free)

Industr1a1 Education. .
Industrial and Commercial Training
Industrial Education
Journal of Industrial Teacher
. Education - o ,
Mun/Soczety/T@chnoZogy 4 Journal

of Industrial Arts Education
Sehool Shop

-
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N, AREA OF RESPONSIBILITY: Professional 5eveiopméﬁt T T~

TASK. Keep current on the Techn Iogical changes in Business and
Industry \\ .

f: - - N A _ ’ 2 1 .
_ ~ ! )

EXPLRNATION OF TASK:

growth: dthers remain static by ignoran e or choice.and lose their places in

this ever-changtng worid.

Coordinators must use é varlety ogﬂgothods to update their skills. visits to

-business and industry gLve work experience toordinators an advarnitage over
classroom teachers in maintaining technicalgquate. Some ways to update

tééhﬁiéél knowledge are:’ ; 1

attending workshops aid §gqﬁﬂ5rs that dre copducted by business and
industry.

reading trade 3ournals to see trends and new technologies.
reading the Industrial 0utlook Handbook tQ-get a alimpse of industry's
responses to new technology. ; e
keeping current on. changes ;n‘“how Technotogy" and “High Technology:"

meeting regularly with civic. business ano\i?dustry groups.

.

coo’jinator s convenience. A 7

»
REFERENCES: ° FORMS NERDED: - i
“Cormunity Organizations and Nonie
Honorary Societies”
| 169 J
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CHECKLIST:  -- .

- - _
v B

" involved with professional development.

.

2. Identify societies jnd organizations that relate to your area(s) of .
expertise. .

3. contact sociétiés and orqanizations to find:

-

--types oE updat% activities that ‘are provided for members, nonmembers.

-—types of update information that are available to members' nonmembers.

e

i and schedule a. reasonable number of update sessions for tre coming“;

o

f' ~ ! . . . " - d
5. Read appropff”f”tra [e~dournals; Industrial outlook Handbook and . -
magazines that deal with t ological change; i.e.; Discover Magazine. -

6. Develop a five-year plan for prSFESstonal developmenr that ia realistic.

attainable and enjoyable: N g
& ' N
7. Fight hard to keep up with the times; remember ing that obsolescence
catches many people bafore they reach retirement agde.” .
EVALUATION: : B )

Coordinators' professional development wili be reflected by the deggggftorii
which their training plans meec_current technology. Their relatfonshps with .-

managers of technical firms will also reflect their success.

11!
‘
[

4l

R
M
W
L ¥
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COMHUNITY ORGANIZATIONS

. Agricultural Education American Farm Bureau Federation
’ * National Grange
Farmers Educat1ona1 and Cooperat1ve

Distributive Education : National Restaurant Association
’ Lions.Club International
Kiwanis
Rotary _
State Association of Retail Merchants
o Sales and Marketing Executive Association
Health Occupations Education State Nursing Association _ O
- ~ Area Health Planning Boards:

Hospital Administrators -Association

_ } - _ : State Association of Nursing Homes
Home Economics Education National Restaurant Association-

‘ . Early Childhood Ecucation Counc11

State Electrification Council

State Extension Service

Business Office Education A Administrative Management Society

Professional Secretaries International

-Business and Professional Women's

— L e _Association
Trade and Industrial Education Association of General Eantractors
’ of America
- American Welding Society =
" Industrial Services Association; Inc.

_American Technology Society

HONORARY SOCIETIES =~ N , :

Education Kappa Delta Pi honorary society for men and women in
o IR education
Delta Kappa Gamma honorary ‘'society for women in education
Phi Delta Kappa professional; honorary and recognition :
S , I fraternity for men and women in education
Agricultural Alpha Tau Alpha honorary agr1cu1tura1 education
Education : S fraternity ~—. o
‘ Alpha Zeta honorary prefeSSJona1 Fratern1ty for all
. R R ficlds of agriculture _
Home Eccnomics Phi Upsilon Omicron . professional and honorary fratern1ty
. for men and women jn home economics.
Omicron Nu honorary society for men and women in
S , home econcmics
Industrial Arts Epsilon Pi Tau honorary fraternity ‘for men and women
Education - - - ' . in industrial erts education ,
Business Office Delta Pi Epsilon profess1onal fraternity for men and
- Education and ‘ women in business and distributive
Distributive e educat1on
Education T o T
Business Office Pi Omega Pi honorary society for men and women in
Education business education
by
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AREA OF RESPONSIBILITY: Professional ﬁeﬁeiopﬁent

TASK: Participate in bocal and State Professional Organizations

— —
; o

Wi

EXPLANATION OF TASK:

Most Oregon coordinators are members of the Oregon VOuational Association B
(ovA) and one or more of its affiliates.. The afiiliate most closely related
to work experience is the Work Experience Coordirators of Oregon (WECO) -

Both WECO and OVA offer opportunities for: .

involvement in challenging activities.

professional development.

leadership in the profession.

promotion of educatiohal issues.

update of professional and technical knowleda: and skills.

experience programs by sharing ideas, work: stations and expertise between

WECO is an ECtiQe organization that focuses its efforts 83=upgradtng work

The- - WECO board of directors meet regularly throughout the year. A _WECO

conference 1is conducted annually and 1s attended by the majority of Oregon.

coordinators. The conference 1is held in conjunction with the OVA-All Service

Confererce during even numbered years and as a separate conference on odd

years. A new coordinator- has the opportunity to pay membership dues in WECO,

OVA and the American Vocational Association (AVA) during the conference or

may elect to activate his membership at an earlier date in order to receive

the newsletters. Within the AVA structure; coordinators can participate in

national activities by becoming members of the Cooperative Work Experience

Education assoclation; a section within AVA. For those that choose an early

start, a membership form is attached for tﬁeir convenlence.

The Cooperative Education Association (CEA) represents postsecondary programs

of work experience

WACHEE is the Western Association of Cooperative Work Experience Education

and represents the coordinators of several Western states:

EFERENCES: : : FORMS NEEDED:

AVA Journal i Membership Form (
OVA Newsletter ‘

173
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/;,,\;CHBCKLIST'

1. visit (by phone or in person) a member of WECO Board of Directors.
--ask about activities and benefits.of WECO.
--ask about WECO's relationship with other vocational affiliates. OVA
and AVA.
2. ;@g@i;ggfgggfﬁgéféggiaﬁai organizations in which a coordinator _shéuld
have membership. _ .
3. complete the membership form and mail to the appropriate address as shown
. on the membership form.
4. Follow-up with the orgamization if you do not receive the n sletters or
journals. Make sure that your name is on the mdlling list.
o s . S
5. Notify administrators of intended professional involvement and get.their
support for attending conferences and meetings. :
6. Participate and contribute to your professional,orséﬁiiétibﬁ,BY accepting
responsibilities for some of the activitiles tha} are designed to help its
members. Remember that the Board of Directors fare members that are
willing to ‘contribute to the welfare of the' organization and are wiiiing
to pay professional dues for the privilege.
EVALUATION: '

Professionals tend to evaluate each other on: the ba sts of commitment and .

contribution to the profession. Locaiiy, administrators require a plan for

professional growth that can be evaiuated
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- WORK

COORDINATORS OF

. OREGON.. .
WORK EXPERIENCE:

 Work Experlence blends a student’s academic study. with on-
‘the-job training in business; -industry and government. Work’

Experience enhances the-student’s occupational knowledge, per-
sonal development, and professional preparatioms The student’s

i field placement is directly related to the student’s educational and

career goals and is jointly planned and supervised.by the school

/coordinator 2nd work site supervisoi: _ - o
: N e L Lt m e ) g 77 - = iz
"\ Because Work Experience draws on a variety of resources; it

returns benefits not only to the student and the employer—but also
to the school and community: , A '

'

PURPOSE OF WECO

2 ‘ ‘

\.
o

*  Promote improved communications among coordinators in Oregon. .
*  Promote legisliative awareness of commitment to work experience.

* Promote professional staff development at the secondary and post-

LY I __w ORIy

*  Promote involvement of educators in the impravement of work experience

in Oregon. S ,
. *' Promote positive rapport and participation between the public §’ch'qbl§ and.

business/industry/government and social service agencies.
. 175 -




éréﬁ\ As such, WECO needs the mfermed and mvelved assistance

_ef all persons mterested in the work expenence alternatlve

WECO is an affiliate ‘e¢ganization ofﬁGrfegoﬁniyfocfaftienal

Afssoﬁcjfatrqn . By joining WECO you also become & member, of OVA
and are entitled to all of the benefits and services offered by t1is

- organization.

WECO is be beneflcral to teachers, coor.nnators school counselors a d o

- el WY AR Y

career and vocational educators by:

° Flavmg the opportumty to participate with otber projes;@ppajsjn gl‘
ned programs designed to keep you informed and,interested in the most\
recent davelopments in Work Experience Education.

Havrng 'he opportunity to enhance your fundamental skills and keep'

pace with new trends and techmques being developed.

¢ Sharing ideas with cthers through the WECO Newsletter reglonal

o meetings, worksiiops and statewide conferences
-+ e Gathering current information through the State Bepartment of Educa-

¥ IR T O TR 2

tion on funding for Career Education: - : *
e Gaining ideas for conducting related elasses, establlshing training

stations, and unique program’ practlees ] ;

« gain actual work

S experience 5 e a'source of motivated personnel .
* T e acquire positive work Wi+ allows assessment of
U a habits and attitudes : P potential employees
D | acquirejobskills .~ L - e provides a good community
- & . e improve independent skills O { image "o
E =« identifyanddevelopa .~ . © allows the employer to
E _career goal ' Y complete speclal projects
‘T * in some cases, acquire E ¢ decreases employee turnover
S . financial assistance R and costs for basic training
‘ * earn class credits toward § - allows the employer to contri-
P graduation _bute to the educational process
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!
MEMBERSHIP APPLICATION  _ OREGGN VOCATIONAL ASSOCIATION 3821 Matheny Road NE  Gervals; OR 07028
it MmMﬁhlps Expire June 30 AND AFFILIATES ; : Tel. 393-4232 :
SOCIAL SECURITY NO: : - i
JAME o HOME PHONE —————__ BUSINESS PHONE
(Last) (First) {Initlal) : R 5
{OME ADDRESS - : SR , S
] (Street No. or P.O. Box No.) . (City) (State) - @Zp)
JCHOOL/BUSINESS --——— ___ BUSINESS ADDRESS L .
( STATE DIVISION AFFILUATION o
lNob Al vdth ssterisks include OVA dues, sublract $5.00 for sach ilalﬂﬁil state atfiliste you join;]
0 Z—Idmlnlnraim(occvxi';:;;;;;;;;:;;;;::;: R S R
D National Council Local Adm: (NCLA)................. 50 oooiiiiaae. '
0O A-—Agriculture (OVATA) ............ e
__ Natlonal Ag: Teachers (NVATA
00 B—Business & Office (OBEAY . ... ... '
_ National Buainess Education {NBEA) & (WBEK
O D—Distributive (ODEA)*............ ‘
;
e — O W~—Forest Products (OVFPIA)® -
~ MAKE CHECKS PAYABLE - O O—Healih Occupations (OSHOE)
) YOUR DIVISION AFFILIATION 0O H—Home Economics (THEOD)*..........
O National Home Economica Tuchen (NAVHET)(musI join A (S 3.
0O t—Indostrial Arts (OIAA)".. feaene:  earmencereesees PRTT PN )
— B G"T—I@olfeﬁhnl&illnaﬁitrlﬂ (OVTTAL i i e e e Ceren .(316 .50)
\J O A=Autobody 0 C—Construction(0 E—Electronics(] G—GrnphlﬁD |—Ind: Mech: O M—Mom-
S ”DJqlrllglfAA/p\{I[AMgr@o@ng:..;.....;;;;;;:::::::;:;::::::;: ;;;(32150) »
LEVEL OF INSTRUCTION O W—institutional Vocational Educators (OIVA)*. . ... Y 1. X. . 1
1 S—SECONDARY (w] N—Manpower/s;:eclal Neoda Personnel (OAVMSNP/VECHO) . 1($10.00) -9
2 V—AREA VOC-TECH . tional A S Pt
_ _._CENTEBR_. a Q—WorkExperimeeCoordlmton(WECO) e iiee aiiiiilil(815.00)
JJ TECH. 'COMM. COL. . SPECIAL . . e o
JC—COLLEGE/UNIV. MEMBERSHIP O Student—OVA & Affiliate (specify subject).......... ... {$ 2.50)
J1D—-STATE DEPT. OF EDUC. » —
JF-OTHERS : , ‘ T
) : J\; : ‘ ‘ ‘ronu: STATE ouess - ,j “
POSITION TITLE-—Creck oniy ora (" AMERICAN VOCATIONAL ASSOCIATION DUES _ Y oues suumi? i
3 T—Teacher. Insitucior or coovdmalor . S, . i .. ‘
7} X—Teacher EGucaior 6r Goun Educater i 8 A—Afhhiated through State Association ' 332 00y ... _. AVA Membership .. 3 —
1 A—Agminigirator [ R—Loyally (rented) ~- ¢ ($16 00) o o
T E—Coatdinator Adminstranve) LJ §--Student (undergraduate\oniy) $500) . 1;:5}?'3’,::;" Over One} I
= B-Adusery Committee Member . | - - .
3 D—Board Memoer o Ui New i1 Renewai Total State Dues $ _
g K—Consei : - ‘ : TOTAL REMITTANCE s— — |
3 R—Renres ’ o - ‘ - .
e A T jL C
AVA Dues Include: Voc Ed  AffMiated & Direct - 8. 0 & Update Affiisleds Dirsct - $200
(magazine) Student & Loyalty '~ - $4.00 (newspaper) Student & Loyalty . © s1.00
WHITE—AVA omce COPY CANARY—OVA COPY PINK—AFFILIATE COPY GOLDENROD—MEMBER coPY
) CHAPTER NO. 039
' . ‘ : ’*J’ﬁe ‘ | - o o '

Q : 177

Aruitoxt provided by Eic:




FOR ADDITIONAL INFORMATION DETACH JOIN TODAY, THEN PLAN
THIS CARD OR CAITL 378-5859 » TO PARTICIPATE TOMORROW. ‘

NAME : - _ POSITION FITLE

SCHOOLIORGANIZATION, _ BUSINESSPHONE ——- - HOME
SCHOOL ADDRESS - CITYISTATE _ - ~ — ZIPCODE ——
'HOME ADDRESS ' —__ CITVISTATE ZIPCODE _____

- Please rPglster me as a regular WECO Memﬁbgg f’jeasc enclose ducq
_°____ Please register me as an Associate WECO meriber.** ) .
Please send me more information about Wcrk Experience and/or have a WECQO representative

contact me:

Other (Please specufy)

*REGUAR MEMBERSHIP: WORK EXPERINCE COORDINA"\)RS AND CAREER EDUCATIQN AND COUNSEING PERSONNEL
$10.00 WECO DUES
$10.00 OVA DUES

$2000 TOTAL . I
--ASSOCIATE MEMBERS: SCHOOL ADMINISTRATORS, NON-SCHOOL PERSONNEL WORKING WITH YOUTH SERVICE AGENCIES: .

$5 00 EMPLOYMENT AGENCIES. EMPLOYEF{S PARENTS ANDI/OR NON-EDUCATORS:
: . - ;f/ ‘f
WQRK EXPERIENGES COORDINATORS OF OREGON ' A “ B B
c/o Work.Experience Specialist = ﬁés’ﬁ;’eé '

Oregon State Department of Education

700 Pringle Parkway, Southeast . . -
Salem, OR 97310 g : _ B |




CHAPTER III
GLOSSARY
Terms and Definitions

Kinds of Work Experience
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: : o ' . b
Advisory Committee. A group of knowledegable persons usually selected from
outside the field of education to advise educators on vocational programs.

A. TERMS AND DEFINITIONS

Career Education. The total effort of public education and the communi

help all individuals. increase awareness about jobs and abilities which e
students té%find meaningful work.

Career Interest. The student ‘s decision to pursue a job description or
cluster within a vocational education program area.

’

L
Cooperative Education. A cooperative effort of education and‘employers to
. satisfy the career objectives of students. -

caa”ératiVE Bducation Internship. B collegiate—level program that usually

gives students both credit and pay for performance in an approved job

situation. In-school instruction normally precedes internship:

ducation: An instructionai plan which combines

regularly scheduled supervised employment in the community and vocationally
oriented in—school instruction '

jperative Work Experience:. An individualized instructional pian designed
“to givegﬁach student practicai -exper ience in a work environment related to

the in-gchool instructional program.

-~

,/

The process of integrating the administrative, organizational

and nstructionai activities of the vocational Program and directing them

towa d a common ‘purpose. - Coordination involves a range of activities. In

addi ion to the prime activity of coordinating -instruction in the school and

at the -training station;, coordination may also include, but is not‘limited

to, student recruitment and orientation; ‘survey of employers, organization

and work with an advisory committee; parent consultation, evaluation .- .

(follow—up). report writing and sponsorship of vocational student
organizations.

-

PRI

Coordinator. A member of a local schodl staff who coordinates the efforts of

.all helpful agencies which can assist in a training prcgram designed to meet

the needs of students enrolled in cooperative wOrk experience.

Diversified Occupations. & vocational instrictional program offered at the
high school level designed to - serve a diverse set of occupational interests _f

through work experience and a related instructiona, class that covers
employability skills for all occupational areas.

isadvantaged. Disadvantaged persons are those who have academic;

socioeconomic, cultural or other handicaps that prevent them from succeeding

in a regular Vocational program._ such® persons reJuire specialily designed

educational programs and related Sservices, or both; in order to benefit from
a program. T




Exploratory Work Experience. A program of job observation and minimal
involvement in tasks of the job. Studenivs are often rotated through several |
jobs to assist them iﬁ-géléttibﬁ of d career goal.

X
\

Follow-Up Report. 'Usually a composite short—term or long-term report of
former students indicating their present employment status or other present
commitments (education, military, homemaking). More sophisticated foilow-up

studies seek to assess the effectiveness of the cooperative training

experience to the student's present situation: Individual follow-up .

information is usually maintained in a student's record file: .
A program of work experience that offers a maturing

General Wor} xperience rs a matur
experience and income for the student. This experience .is not necessarily

related to a career goal and receives limited supervision from the school.

4. Handicapped persons are those who are mentally retarded;

Handicapp ons _are those wilo arc tclita’ly
hard-of-hearing, deaf, speech-impaired, visually-handicapped, seriously
emotionally disturbed, crippled, or otherwise health-impaired. Some
handicapped students cannot succeed in a regular vocational or consumer and

a modified vocational program. :

homemaking education program without special education assistarce, or require

ion. A written statement listing the elements Of a particular
job or occupation. The statement may include the purpose of the job,.duties,
equipment used, qualifications; training requirements, physical.and fental

demands and working conditions:

Job Type. R group of-BeB¥Pthat are composed of similar duties and tasks.
Occupational Field: A group of recognized occupations having many

similarities; including the following characteristics: the type of work

performed; the basic aptitudes; and the acquired knowledge and training
required; the tools, machines, instruments and other equipment used; and the

basic materials used:

Occupational objective. An occupational goal, selectgd by the student; the

attainment of which is the purpose for their vocatiofial instruction: (See
——————— —- — - 7 . . ,/~

Career Interest.)

_ S S S
on-The-Job Training. Instruction in ;hefpetgarﬁancg of a sequentially
planned task given a student-learner: by the-emplcyer during the usual working
hours of the occupation. Learning experiences at the training station

compriss both the application.of theory and the technical skill espects of

the learning situation, and/or the proper character, attitude; and

personality development of the student-learner as general goais of the
training situation at the training station. .

Preparatory Instruction. Instruction preparing students for full or
part-time employment. Also serves to prepare the student to enter and__
advance in an occupation. Also serves to equip workers with new or different
skills demanded by technological changes.

preparatory Program. A preparatory program provides vocational instruction

designed to prepare ifdividuals for gainful employment as semiskilled or

DA 182
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i skilled workers or technicians or semiprofessionals _recognized occupations.
Related Vocational Instruotion. “In-school courses specifically designed to
improve personal and social skills provide needec basic education (remedial)

and/or develop relevant ocdupational skills and knowledge. The course should
be régularly scheduled, should complement the learning experiences at the

training station, and should be planned and developed to meet the specific ~
needs of the individual student. The content of this course should consist
of the theory of the occupational skill; the specific related information,

and the general related instruction necessary to achieve personal success in
the world of work. i ‘ ‘

1al Nesds Student: A student who cannot Succeed in a regular vocational
program without special.assistance. '
. . ‘.

Student (Student Worker): A student enfolled in cooperative vocational .

education and legally empioyed pari-time and so classified by the Wage and
Hour and Public Contracts Divisions of the U.S. Department of Labor for wage

and hour regulation purposes. _ ‘

survey, Community. A fact-finding study of socioeconomic conditions and .
resources; community agencies, industries, business, farming, institutional -

practices; problems and practices of families, etc., as they exist at a given

“time in a given community. It is denerally used by the school as a guide in
revising school offerings to meet local needs. ,

) survey, Occupational. A form of occupational census, taken by personnel
trained to determine the number of qualified employees in a designated

occupation in a specified geographic or-econumic area; and to evaluate the
need for increasing or limiting the numbers available for employment in the
occupations surveyed.

Fask. A unit of wo-ker activity that is intermediate in specificity between
a Function and a procedural work Step or action. It is a discrete unit of
work performed by an individual; tha: is, the unit usually has a definite

beginning and ending and is pefggimed within a limited period of time.

Task Analysis. A detailed listing of skills necessary to perform a clearly

defined, specific job, organized into a-logical sequence.and which may be . ... ..

ised for curriculum development or for classification purposes. .

Task Inventory. An instrument used-for conducting an occupational survey.
It consists of items of ic¢entification and background information and a list

of appropriate duty and task statements.

Teacher—Coordinator (Cooperative Vocational Education). A member of the
local school staff who teaches technical and related subject matter to
students preparing for efyployment and coordin .tes classroom instruction
(related classroom) with/igarning activities at the training station. The
coordinator is also respondible for the evaluation précedures\ag;the

program. +{See Coordinator.)
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trade and Industrial: Instruction planned to develop basic manipulative
skilils; safety practices; _judgments, technical knowledge, and related
occupational information«for the purpose of preparing .per.ons for initial

employment in the trades and indu;trial occupations.

Training Agreement. A _statement of fundamental agreements regarding the
participation of a student in a work environment. Initiated by the school,
the agreement reflects a voluntary and cooperative commitment on the part of
the coordinator, employer, student and parents/guardianis: :

raining Plan. A format for delineati"g. for each stutentlftbe iearning
experiences and tasks to be undertaken at the training station, often

paralleled with classroom units of instruction. The training plan,

cooperatively determined, usually becomes a part of the training agreement.

The individual tkohom the student- Iearner Iooks for

instruction and training at. the training station. The on-the-job t.sining

sponisor may be the owner or manager on~an individuai appointed by management.

Training Station. The work Setting providing learning experience for the
student. C = ' B

employment Insurance: Unemployment insurance pays benefits to qualified
workers who are unemployed and iooking for work. 1It is a fédérél’stété

cooperative program. 6regon ‘has its own laws and 'is responsible for _

determining who is eiigibie for benefits, how much they receive, and for Low

long: Benefits are paid as a matter of right, and are not based on need.

Vocational Educr: _ai arganized educationai. programs which are directly
related to the gfng\Atlon of individuals for ‘paid or unpaid unemployment, or

for additional prspriacion for a career requiri 1g other than a baccalaureate
or advanced degree.

-

Vocational student Orgqanizations. Organizations for Student-learners that
complement the vocational education program.._ Recognized student =~ -

organizations for Vocaticnal education are: DECA, _Distributive Education '
clubs of /Aerica; FFA, Future Farmers of America; FHA-HERO, ‘Future Homemakers

of America-Home Economics Related Occupations; HOSA, Health Occupations

———-———§tudents—of-America;- OEA, Office Education Association at the postsecondary

level; and FBLA, . Future Business Leaders: of America at the secondary level;

VICcA, Vocational  Industrial Clubs of: America. Organizations for studerits

enrolled in vorational education programs, with national; state and local

units, the activities of which are an integrai part of the instructional

progran. , - .

Compensation is provided for disability or

death resulting from accidental injury or disease relateqd to empioyment,

without regard to who ray be at fault.: This benefit should not be confused

with unemplovment compensation, group insurance for iliness or accidents. or

hospital or health insurance.

17
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Elements

Goals of
Program

' Naturé of

werk
Experience

Conditidns

of Employment

career Guidarice and
Exploration

ObuerVatidn and
participagion ina
variety Uf activittes

Does not involve

sustained periods

of productivity.

During school hours

Limited éiédit
No pay

Close supervision
2y school

Limited to one or
two semesters |
work stations may
be inside or out-
side school -

N

General

Maturing

Exper ience

Income for

student

Wonk experience
not necessarily
related to career
goal or in-school

~ training.

During or after

school hoiurs
school credit
Meet minimum
wage and hour
requirements
Employer pro-
vides insurarce
fbr stuaents
onitbred by
‘school

Cooperative

Vocational Training

ﬁééfiﬁﬁ ééiééi'

curriculum

work Expa rience,
related 'to in—school
training as part of
vocational curric-
ulum.

Training agreemernts
and training plans
dre reguired:

Schoot credit

May be paid or

nonpaid

Paid emp-.yment meets

minimum wage and hour

requirements.:
Empioyer provides .
insurance for paid
students.

School provides

- insurance for non-

pald students.



S

B. Insurance Coverage

A. Employment of Minors/Wage and
Hour Requirements

— — [ R ,‘J . R — e o o oo
C. Special Payroll Status Affecting

work Experienfq Students

D. Nonpald Work Experience

187
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. IV. LEGAL REQUIREMENTS

A. EMDLOYMENT OF MINORS AND WAGE AND HOUR REQUIRZM:ii 'S

The 1ega1 requiremenfs for the employment of minors are a combination of

child labor laws, federa1 statutes and Oreqon laws. To minimize confusion.

the Oregon Bureau of tabor and Industries has summarized the wage and hour
requlations into two brochures:

1. Employment for Minors - A guide for 14 to 17-year-olds and their
employers:
2. Answering ¥ our Questions On: State and Pederal Minimum Wage:

These two brochures sh-.:ld provide beginning coordinators with the general

information needed for operational purposes. Examples of brochures are found

in Chapter ViI. Once the basic requlations are a part of the coordinator s -

working knowledge, further information can be obtained from the:

Bureau of Labor and Industr
Wage and Hour Division
1400 SW S5th

Portland, OR 97201

or cali Portland 229 5750: Salem 373-1435

or, contact Wage and Hour Division office in Bend; Coos Bay.,

Eugene, Medford, Pendleton, Portiand or Salem.

The coordinator should obtain a supply of these brochures for the students

and sponsors of the work experience program.
other informational materials for the CWE coordinator may be obtzined from:

u.s. Department of Labor

Employmient Standards ‘Administration
Wage and Hour Division
Washington DC 20210

The U.S. Department of Labor materials include:
WH Publication 1312: “Hours Worked Under the Fair Labor Standards

Bct of 1938 as Amended."” Revised 1975.

wH Publication 1297: “"Emn’. vment Relationship Under the Tair Labor

Standards Act: Revised . 9.

WH Publication 1282: “Handy. Reference Guide to the Fair Labor

Standards Act. Revised 1978.

wH Publication 1330: ‘“child Labor Requirements in Nonayi iculturai

Occupations." Revised July 1978.




B. INSURANCE CCVERAGE

Responsibility for providing industrial accident insura  coverage belongs

to the legc! employer of the student worker. Legal emg :nt 1s determined
by whether the student is being paid for work performed.at the training
station. Paild work reguires the employer to prbvidé insurance coverage. The
school 1is responsible for insurance coverage on nonpaid employment.

same manner as theyf ) Eor,regular,employees of their firm 77The same,,
coverage will applyfto employment during school hours and after school hours.

Speciar provisions have been made in the Workers' Compensation Law (Sertion
656.033 of the oOregon Revised Statutes) for providing nonpaid “ndents with
_insurance protertion while on the job for high school and community college

stude"“s

Students must be enrolled in an approved work experience program in orde: t.

be covered under these (non-pay) provisions.

Nonpaid students are considered legal employees of the local school district

while on nonpaid work experience assignments. The school must apply for

thelr coverage with the State Accident Insurance Fund (SAIF) or a designated

private insurance carrier.

c o uils must\submit a list of nonr 1 student workers, their places of work

zﬁd 5 assignments to the carrie: r approval Upon their approval;

on’ (5 are computed on an assur :age basis.

The Workers' Compersation Law appiies i. both high school and community

college students:

Coordinators should attend a seminar with carrier representatives for a
complete explanation of the procedures and conditions for insuring wWork
experience students. Each local pragrar. has unique insurance probléns and
needs that should be clarified with carrier representatives. For specific
questions on insurance coverage, call Policyholders scrvices, Division of
SAIF, phone 373-8383, or the State Council on Compensatict Insurance, phon:
228-4173.

C. ©Pr~IAL PAYROLL TA'_STATUS AF E CTING WORK EXPERIENC : STUDENTS

Wages for >rk experience Students a'e exempt from the following s:~te and
federal payroll taxes:

State Unemployient Tax

The enp] ¢r is not required to report or pay state unemployment fnsurance

taxes o wages paid to students under the age of 22 employed by them under Eé
d

the vocational cooperative work experience progrgmfig the student is enroll
at an ins titution as a full-time student:. This means the employer 'wiil not

inc. > his work experience employees waurs on state forms 132 and 136 77}t




are exempt from state unemployment tax; and that they will not be able to
claim unemployment insurance based on wageb earned under the work experience
program. The employer should be certa’n that the student's school file has
form 710 - "Report of Student Work Assignment,” confirming with the state the

tax exempt status of the student worker.

Other Exceptions

-

The employer will not be required to withhold federal and state income taxes

the Eollowing taxes:

Peial seca%ityerax

if a student cannot use Eorm ﬁ—ié the employer mus: withhold both state and

State Accident: and Insurance ?und »r Other Designated Insuran~ e Carrier

a paid work experience, the employer most provide workers compensctior

if a :tu' nt 15 released from school to work during part or his schcol 'day in

" insurance for the student the same as for any other worker on his pay-oll.

The same would be true for paid employment outside of school hours.

D. NONPAID WORK EXPERIENCE

The position of the Wage and Hour Commission on minors engaged in nonpaid |

work oxperience programs is that no employment relationship exists uetween

the ninor and the company from which the minor is obtaining his/her w 'k

experience so long as the tollowtng conditions are me* .

The student is enrolled in a ptanned traIning program under the direct

supervision of a qualified and experienced person.. Students may participate

in work experience programs applicable to their training needs iuder the
foilowing conditions: \

o no promise of future employment , o
o work in hazardous areas is incidental to the training



e other workers are not displaced : ' \\
. no o ) ) . -
“maximum participation per semester

short duration of time

°

™ S ] ,

e training is similar to that given in an approved vocational piogram
[ J

°

training is for benefit of trainee or student enrolled

employer .derives no immediate advantage from training activitigs and
occasionally operation may be impeded. S

e the student is on the job primarily during the hours the school he/she 1is
attending is in session. - :

The Supreme Court has hzld that the words “to suffer or permit to work,' ..

-used in the Fair Labor Standerds Act to define “"employ,” do not make all
persons employees, who. without any express or implied compensation
agreement . may woik for their own advantage on the premises of another.
whether trainees or students are employees of an employer under the act will

depend upon all of the circumstances surrounding their activities on the
premises of the employer. ‘ .

1f a student is placed in nonpaid work experience (nonemployee), the school

district is responsible for insurance coverage at the work site. Insurance
coverage of ronpald work experience students can be obtained througn the

State Accident Insurance Fund (SAIF) or_other private insurance carriers.

JOBS 'TAX CREDIT

E. UREGUN DEPARTMENT OF EDUCATION MEMORANDUH O

September 21; 1982

T éé@ﬁéiétiﬁé ﬁbtk,Ei;iliéhCé Educators ‘na Regional Coordinators
for Vocational Education b -

FROM: Ray Phodes, Planning and Cooperative work

Experien..2/Diversified Occupations speciaiist
RE: fargeted Jobs Tax Credit TJTC) - Cooperative Educaticn Students™

The purpose of this memorandum is to provide information regarding The Tax
Equity and Fiscal Responsibil._cy ket of 1982 signed by President Reagan on
September 3; 1982. ' ' S

R - 14 .- .
This act provi.es a fwo-year extension on wages paigdj to an ~~on~~‘zally
disadvantaged cooperative 2ducation studlent who beg 1 work on -t vefore
December 21, 1984. The tax credit alloved remains the same as *he present

law. Fifty percent of the y-'alified “_rst-year wages; 25 percent of the
qualified second-year wages for a tax year. All Form 6199 must be :i-rleted
on or before the day tnat the student begins work. 1If this is not possikle,

the employer must have,proviqui;ggfgéééﬁéi/tb@tdihétbr with a written

request for a tax credit on or tefore the day that the student begins work:

As under -he present law, the certification that the individual, age 16 but

hot yet 20, is particip ting in a avatified Cooperative Education Proak:im; is



the responsibility of the participating school. The determination of whether

the student is a membe- of a economically disadvantaged family is made by

the State Empl -yment Security Agency (SESA). Therefore, the established

B procedures between the State Department of Education and the SESA may be

continued or modified.

For Eurther information the Department of Treasury;. In -ernal Revenue Service..

will revise their publication 906, Jobs and Research Credits. You can_get

this new pabiication after January 1983 by writing or calling the IRS Forms
Pistributiorn Center; United States Goverrment, Internal Revenue Service. -
Employers with specifi. questions on the tax-related aspects of the credit
shcoutid be requested to contact the local or district Internal Revenue Service

Office directly. : _
e

He are enclosing a copy of the “Eligibility Determination Wbrksheet TJTC" aud
Form 6139. Please feei free to make coples of these forms. Alggfggclosed is
a copy of the Tax Equity and Fiscal Responsibility Act of 1982 Conferenct

Report dealing with the Targeted Jobs Tax Credit.

If you have additional Guestions regarding TJTC please contact either Gary
Lorenz; TJIC Employment Division, Ph. 378-4390 or Ray Rhodes, Ph. 378 5859.

4



School Name: __ Name of Student:’

A}

Address : S Social Security #:
r 3

Telephone: I

Instructor:

ELIGIBILITY PETERMINATIGN WORKSHEET

- TARGETED JOBS TAX CREDIT PROGRAM ' .

The Targeted Jobs Tax Eredit Program (TJTC) provides private employers with a strong

* incentive to hire and retain certain "Target Group" members. The ircentive is a tax
credit which can amount to as much as $4;500 over a two year time period for each
TJTC employee. - The computation is based on how much the employee is paid, so the

employee benefits by having a job and the eimployer benefits by paying less taxes:

One of the target groups is "Economically Disadvantaged" Cooperative Work Experience

(EWE) students. “Economically Disadvantaged" simply means that; for the six Tull

months just preceding the student's date of hire, the family's income is below a
certain level. If an employer hires a student that meets these criteria, that is;

a student who is in Cooperative Work Experience and whose family is low income, the
employer can qualiﬁy for the tax credit.

The school is responsible for certifying the CWE program and the Oregon State Employ-

ment Division s responsible for determining fanily income:

dtien completed) this form will be used to determine whether or not a family meets the
"economically disadvantaged" definition. All information djsc'osed on this form will

be kept strictly confidential in ar- “dance with ORS 657.665. v .

Ples answer the followi g o ~siions. Your cooperation s appreciated.

1. How many family members are currently .ving at home? -
2. In the space below; biéasé,éhtét,thé,ﬁémésiﬂébciai,security number, and the incomn
earned by each member of the family i:ring the last six (6) months:

Spcial Security  ‘ncome for previgis
- Nuymber . ___ 6 munths

e —_—

3. Date this form completed: ) B

The completed form should be maile - Oregon State Lijy.oyment Di «i<icr
_ ATTENTION: TaTC



E

ram 6199 _Certification of Youth Participating in GMiS No. 15450244 -

a Qualitied Cooperative Education Program Expires 12-31-84
' For the Jobs Credit Un-.er Section 44B) -

(R

. Jan 1983)

W
intarnsl Ravenus Service ) o (References are to the Internal Revenue Code)
Certification initiated by [] Employer [] Student [':] School L I
Qualified SE(iﬁﬁi Offering Cooperative Education Program

Name of.scnool — Telephone number

Address {(Number and street)

. [

" City, State, and ZIP code ‘ . N - §
, , : A

School system

Faﬁ T8Il Employer , ‘ ‘

Employér identification number

*Name of businesx

Address (Number an' «°réch) 7 ]

City, State, and ZIP code

Telephone number

Employer representative . Title \
EZZAUME Student \ |
Name = : . Dats of birth_(month, d&y, jeaN—Su - - ~rcurity number. 1
must be af least age 16, but not yet ~ o
. X | — e S

Address (Number and street)

City, State, and ZIP code

Student's firet day on the job. (Must have been hirad by you for the fi: st time after September 20, 1978)) | Starting woge per hour

Dates of cooperative program of the student NGmbzi 6t heirs prr week
From (date) ,‘ o
2Tl Certifica. =S Sc}ﬂ&&i {See Instruction & for Definitions)

I certify that the student named ir Fart 1l is a “‘youth pamcnbating in a a-alified cooperative edgcgyquprfqgi[aup ; the school
named in Part | is a ‘’quai.fied school”, ’a'ii'd tha cooperative ediication program of the school in which the student i5 enrolled is a

“guoalified cooperative education program.’” . also certify that the student has been determined to be a member a1 an ~.onomically

disadvantaged family by an office of the State r..‘"\’pyment Se-iirity Agency. A
- [ Title | o

Name of certifying officer {type or print;

Date

Sigrature b S
Fart V Signature of Employer (See Incti uction C)
* gertify that this inforr ation is correct. and ° - 10 the bust of r'y knowledge. This form is for obtammgftheﬁb:nents of the

Jobu Credit Under section 44B. | understand that my credit for emloying the student named in Part 11§ ill end if this certification
becomaes, invalid. I

—_— . — —

Signatore B _ ’ _

Q

RIC

Aruitoxt provided by Eic:



.

Instructions

Paperwork Reduction Act Notice.—We ask for i.s
information_to_carry out the Internal Revenue law:
the Uriited States. We need it to ensure tiiai ta,oayeis

are complying with thiese laws and to allow us to rigure

and collect the right amount >f tax: You are required tc
guve us thss information..

A. Purpose of Form 5139

For an individual to qualify as a youth part:cupatmg in
a qualified cooperative education program (as defined
in B below), a qualified schoo! must certify in writing
that the student meets-the gonditions in B(1) velow. The
schoo! may meet the certification reqmrement by com-

ple?ing Form 6199. The certification aliows the emp oyer

named in Part il of the form.

_The schuol must prepare Parts i through IV of Form
'6199 in duplicate. The onglnal of the form is given to

the employer and a copy is kept by the school for its

records:

8. Definitions
_ (1) Youth Participating in a Quaii;#: Cooperative
Education Program.—The te:m ‘‘youth participating i in

a gualified cooperative education program'' means any:

individual who meets the fallowing conditions:
(r) “is age 16 but not yet age 20 and

(ii) has not graduated from a hlgh sc-ool or voca-
_tional school, and
(iii) is actively pursuing a qualified cooperative edu-

cation program, and

(iv) is a member of an economically disadvantaged

family.

(2) Qual:fied School:—The term '‘qualified school”
i ,pecralezed high scl.ool principally for voca:
tsah 1 edu cation,
(i)t~ doparimert of a high schoo! "'m"loally for
voratichal edur. at;m
(i i = technical or VOLHthﬂal school principally for
Jiéahonal education of persons who have com-
‘pieted or left high school. .
A school which is not a publlc school |s a quallfued
school only if it is exempt from tax ynder section 501(a).
(3) Qualified _Cooperative Education Program.—
Sec zaction 51(d){8)(B) and the related regulations for
the definition of a qualified cooperative educatlon pro-
gram.
@) me nbers of Ecoﬁoiﬁically Disadvantagcd Fami-

lies.—An Tdividual is a member of an economically dis-

advantaged fam.'y if the designated local agency (S'ate
employment security agency) determines that the in-
dividual was a member of a family which had an income

during the 6 months immediately precedlng the earlier

of the ‘month in which the determination is made or the

month in which the employee is hired; which, on an an-
nual basis; would be 70 perrent or less of the Bureau. of

Labor Statistics lower Iuvmg standard. ..
C. Instrv for Employer ,
(.7 - 1 first-year wages or qualified second

year wi - to the employees certified as youths

participating in a qualified cooperative education pro-
gram are reported on IRS Form 5884, Jobs Credit.
(2) On receiving this form from the school, the em-

pioyer must sugn Part V certifying that the information

on the forn is correct before he or she can claim the

.obs credit ‘or wages paid to thestudent named on the

po*es
:3) For more information on the wbs crexiit, see Pub-

lication 906, Jobs and Research Credits:

HU.S. Covernme: t Printing G*fice: 1983—421-108/238

[
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V. EDUCATIONAL REQUIREHENTS _

e >
A. ' APPROVAL OF~szeeNDﬁR¥4vncnrlonnL PROGRAHS

in order to receive federal vocational funds

approval is based on federal and <'.«te

vocational approval is require
for specific programs. Progr’
requirements. The a

Sezcondary Schools, Oregon Department of Education, will provi " r'«réinators

ation Program Application Mam:a' fci_QOregon

with specific instructions on making applicattons for program ::i.~oval. For

the sake of brevity, that document has been synthesized for tnxs guide. A
number of gquestions might be:

UHICH PROGRKMS REQUIRE APPROVAL?

All secondary 11th and 12th grade - =rv- ind two-year) vocational programs

need to be approved prior to offeri:; - r federal reimbursement. This

requirement includes the vocational cluster programs and special voca*ionai
pxograms

All vocational programs require inittal and continurng approval: new

procgrams, amended programs and continuing programs.

WHEN DOES RZPROVAL TAKE PLACE?

in Harch and ﬁugust. the Vocational Education Djvision mails inst;uc&ions and

necessary foris t< all school districts with high schools. The completed

forms for new and amended programs are due back to the Department of

Education by May 1: The annual secondarv. vocational program approval review

forms are due at the Department by September 15. school districts may

regoestito have programsg;pproved at _other: times during the year. Sigaed
P

copies of the processed ogram application and annual review forms are

returned to the district
WAICH FORMS SHOULD BE‘USED’

All Vocational -I'tograms

Form 581’431@ iRév. 1./82), Rnnual Secondary Vocational Program Aaprovul

Review 15 submiited once each year (A sample of this form is included in

Chapter VII.) The form is nsed to indicate programs t- te continued or

discontinu. 3. All school districts with reimbursable vocational eoucation

programs submit this form. Use the Form to show continulng industr.al arts

programs (Schw(ls of 200 ADM or less" This applies only to lndustrlal arts

programs approved £or funiing throug th- annual local appli"ation.' _.2 form

is due at the uepa:tment Seetember 15

ng or—nmendgd Progqrams

Form 561-4616 (Rev. 17/82); - -ndary Vocational Program Rpplication Reguest,

is used to provide informaiion for new prcarams avd for amemded progrems. A

sample of this form is found in Chapter vIiIi.

r‘"\‘“



WHERE DO THESE REQUIREMENTS COHE FROM?

The requirements that arise from stata and federal sources inciude:

) sixteen general vocational Frogram requirements that are rotea '~

Oregon's State Plan for Vocational Education.

»- four requirements related to the use of federal vocational funds.

one requirement for providing the Oregon Department of Education with

data on programs (SERVE)

programs with six of the twelve directed totally a. cooperative work

B exper*ence.
™ seven assurances that apply to federal and state legal requirements.

m\

WHICH REQUiREHENTS ARE SPECIFI” TO APPROVAL OF COOPERATIVE UORK F¥PERI
PROGRAMS?

The requirements that are Spe.ific to cooperative work experience are:

concurrent enrollment in au approved votational edu\ation program.

°

e only llth 3and 12th grade Students are considered :or fiscal reimbursenient
purposes. :

® written training agreements. i

® individual written training plans.

e responsible for infprming private, nonprofit schooigfgitbinftbgir service.
area of the availability of cooperative work experience programs.

® provisions for enrc!lment of dizadvantaged and handicapped students;

HOW ABOUT PLANNED COURSE STATEMENTS

To assist the vocational program bpecialistg in reviewing appiications fér

new prugrams arid amendead programs, ‘istricts arve asked to inciude planned

course statements fonr a11 CUUISES/EFLiVitiPS that make up the cluster or}
special vocational arogram. “*‘

K

WHAT .ARE YOU SICNING°

Authorized signatures are required on Form 581-4618 (Rev. 1/32) and Form

581-43516 (Rev. 1782): <The signatutes confirm incai district assurances that

a wide variety of lews; rules and rejaiations arc beinc compiled within ths

op=ration of vocational prrngrams and in the use of f2dcral vorational funds.

R

Wi.T HBOUT MAINTENANCZ OF EFFORT?

Uses of state 7nd local funds. which are report:d to show maintsined ~fforc,

or used as a match for federa: funds, need to follow federal requiremcnt:,.

In practice, Oregon 3 total muintennnfe of effort .taivwide puts ihe use of
the most funds under federal ruies, reyulations and definitions. The
Department staff has an obligation tu.keep the stzte and local districts in

"ompliance with rnquirements



WHAT RRE THE REQUIREHENTS FOR A SUMMER WORK EXPERIENCE PROGRﬁH’

The school must provide: . :

¢ extended contract for a vocationally certified instructor and on—site

supervision of student: -

e a minimum of two on-site supervisory visits to each student spaced out
~ over the summer months. :

e a final evaluation of student's performance.

e credit for summer work experience.

‘@ select students between junior and senior years.

The following list of iequirements must be maintained the same as with CWE

progyrams conducted during the regular school year.

1. The student must be enrolled in a related state :pproved vocational
ptcgram during the regular school year.

2. Enrollmert in cooperative education progrgms i- restricted to 1llth and
12th grade students at the secondary level.

3. Written training agreements between student. r-ivent, employer and school
will be provided.

1. Tniividual written training plans will be provided.

5. »iblic secondary or community colleges are respoti: lble for informing

private nonprofit schools within their servicz area of the availabiiity

.~ Tooperati - wWork Experience programs fundes under the Education
ir @ ‘merits cf 1376. -

6. +.u.i¢ion w... be made for enrollment of disudvantar~d/handicapped
studerits.

The employera of these students should be provided Form 6i99 Certification

of Youth Farticipating in @ Qualified Cooperative work Experience Program,

for purposes of the Targeted Jobs Tax Credit under €-ction 44B of the
Ifiternal Reve::. & Code. ’

HOV CAN I LEZARN MORE ABOUT REQUIREMENTS FOR PROGRAM APPROVAL?

obtazin a Program application Manual from the Oregon Department of Education.

Thisse /quidelines contain federal and state 2ssurances; general vocational

program requirements, special program requirements and individual program

tequirements. The appropriate forms are attached with the guidelines.

B. APPROVAL_OF COMMUNITY COLLE.E OCCUPATIONALAGURR£GULUH
FiND GOOPERATIVF WORK EXPERIENCE

pefinition »
¥
"Ocw ~atlon"7cogp§§gg*ve work experienc : 1s a component 6” a program'of

occupatioxai edutation 0ccupationa1 coopera ch work experience is_

A\ 3



experience. This job experie1ce is directly related to the curriculum_

-objective. Occupational coop:rative work experience is jointly planned with

the student; college staff 4nd employer.

.o

 REIMBURSABLE OCCUPATIONAL CURRICULUM AND COURSES

1. Reimbursable occupational curriculum and courses offered by orcgon
community colleges shall be approved in accordance with policies and
criteria established by the Orejon Department of Education.

2. Criteria for approval of occupational curriculum and courses:

a. Curriculum shall be responsive to cha?~*ng labor needs;
b. Instruction shall be directed to thost ﬁmcu,,tions which reguire

) less than three years of adi. .47 lon 270 de not require a
baccalaiureate degree;
C. Instruction in the occupat,:' . group of related ocrupations for

which the curriculum is designed shall be based upon skills and

knowledge necessary for entry employment or further education,

d. Bach occupational curriculum shall be developed and conducted with

the advice and assistance of a repregentative agvisory comuittee;

e. Each occupational curriculum should<have a cooperative work

experience component. "hat component shall be directly related t~

the occupational area for~ which training is provided;

(1) Cooperative work experience should be conducted under a

training agreement,

(2) A training plin must be developed for each student; : ‘

(3) ogualified staff shall be provided for sypervision of )

o cooperative work experience;
(%) workers' Compensation Insurance must be provided for students

enrolled in unpaid work experience.

Instruction shall encourage sound safety practices and work habits;

£

g. Facilities, equipment; instructic.al aids and suvpplies shall be
sufficieiic in quantity and qualily to enable students to e fectivikly
meet curricvlum or course objectives.

h. Curriculum macerial shall avoid sex role and minority group

7 stereotyping and bias;
i: Vocational guidance shall be ava*lable to all students and potcntial

students who want; need and can benefit from,occupationalieducation,
education with emphasis given to persons with st=~ial rieeds;

K Instructors sliail possess the occupational and |
competence required for the occupational a-ea; ]

k. safety standards are maintained in 211 instruct.. . ~: ‘ags-'in

- accord with state acd f°deral lawe
well objectives are beinq met, inc]uding app.a lsal frem students.
employecs and advisory committees;

m. Federil funds shall be used to Supplement local funds available to
the community college and may in no instance supplant local funds:
and

n. Provision shall be made to LJf“lSh reports and other information
requested by thé Department of qucation., : ‘




Ll

3. Procedures for approvai of preparatory and supplementary curriculum°
a. All new curriculum shall be submitted to the Department for appreval
at least- four weeks in advance of offering. Three copies of Form
581-4644 shall k& submitted providing: S )
(1) curriculum.title, and title of telated option. if any:
(2) course titles and descriptions,
(3) ' credit hours, clock hours and total credit hours Eor

___ curriculum, and _
(4) course numbers: 6- digit office of Education code, HEGIS code,

state coiirse number.
b. ll revised preparatory and supplementary ~pr+iculum shall be

submitted for approval to the Department annuully with three ~ )ies

each of Forms 581-4644 describing
(l) Change in title or curriculum or option; or of course title,

. (2) change in course numbers,

(3) Change of clock or ‘credit hours .

(4) Substantlve changes in course descriptions; and

(5) Change(s) in form of recognition offered from certificate;

diploma or degree.

c. The’ Oregon Department of Education will take up to 120 days to

process curriculum applications for revisions from the date

. submitted. npplicatlons are to be submitted annually by June 15°

d.. The deletion or suspension of any curriculum or related curriculum

option shall be feﬁofiea to the Oregon Department of Baucation. _The

Department shall notify ‘any community college of intent to nullify

approved curricuilum or options which have not ‘been offered for two

years, giving the college 90 days .to justify retention on the list
of approved curriculum.

Reimbursable occupational cooperative work experience shall be -approved
in accordance with policieés and criteria established by the Oregon :
Department of Education.

o

5. criteris for. approvax =7 occupational cooperative work experience'

a. Occupational cocperative work experience shall be sppioved only as

part of an occupational curriculum (see Section (2) above);

b. The ratio shall be 3 or 4 .clock hours for 1 unit of c:-=dit;

c. Occupational cooperative work experience seminars will be counted as
_ 1 clock hour for 1 unit of credit; ,
d. 0ccupational cooperative work axperlence shzll use a single

numbering system. The number 280 1is reserved for cooperative work

experience. 0ccupational CWE courses should use the'occupational

number for the nrogram followed by the ___.280 number. Transfer

cours«s should use the alpha designator “for the program plus 280.

e. The maximum hour 1imit is 440 contact hours per stupent ‘per -year.®

Reimbursement may be claimed in any quarter or quarters during the.

school year. _Any exceptions may be Justified and a file maintained -
by the college, and

£. A maximum of 24 units of -redit is alloweé for tWwo-year -programs.

Any exceptions require prior approval by the Oregon Department of
Education: '

7
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the same procedures ‘for approval of preparatory and supplementary
curriculum, Section 3., a. and b. : 2 N
. - . hd ~ '
7. Criteria for approval of new expérimental 6ccupationai preparatory

courses: S o

a. Courses shall not exceed the maximum clock hour limit contained in

. the definition, . N

.b. _ Courses shall not.be approved for more than one ca‘endar year:

c. ' A _series of more,than,tbree courses will not be approved. Such a
pian of instruction, however, will be judged as meeting the
definition of a short-term program or program option.

- . "

* 8. Procedures for .approval of new experimental preparatory courses: .
a. 'All new experimental _preparatory courses shall be submittea _to the
b. Three copies of Form, 581 2670 shall be submitted pgoviding '

(1) course title, '

(2) course description.

(3) Target population,

(4) credit hours and clock hours, and

(5) course numbers: 6-digit Office of Education code, HEGIS code.. o

state course numbér. ) .
Q

9. criteria for approval of occupational supplementary courses! ;

a: 'All occupational suppiementary courses shall meet the criteria

iisted in section 2. 1In addition:

(1) Courses ‘shall not exceed the maximum clock hour Iimit contained

~ in the definition, and

(2) A 'series of courses shall not be used in place of a new .

\ program. new program option. or new short-term pfagfaa;
10. Procedures for appiavai of new or revised occupational suppiementary
courses:
a; All new or revised occupational supplementary courses shalt be
submitted for post-approval on -a quarterly basis;
‘b. Three copies of Form 581-4645 shall be submitted providing:
(1) course title;
{2) course description; :
. (3) Target population; . : -
= {4) credit hours and clock hours, and -
B {5) Ccourse numbers > 6-digit Office of Education code; HEGIS code;
state course number. ] .
c. The Oregon Department of Education will process occupationnj

o
L

supplementary course applications within 90 days of the date N
':gﬁbﬁittéd. A
N év . i )
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C. GRADUATION REOUIREMENTS
o - t - ;

Each district schooi board with jurisdiction over. high school programs shall

award digig@gsigg all-students who fulfill all school ‘district requirements
and all state requirements as described in the ‘followlng Sections and in’

district school board policies. A school diStrict may award~an alternative

document to a student who has met some but not all of -the: graduation

requirements.

Units of credit Requirments : .

" Bach student &hall earn a minimum of 21 units of credit to include at least:

o e~
a) Language Arts - 3 (shall include the équivalent of 1 unit in written
~ Composition) - - : '

b) Mathematics - 1 ° . . : ) .

c) Science - 1
d) U.5. History - 1 :
e) 'Global Studies - 1 : Co

s

f) Government - 1/2 . |
g) Health Education - 1 _ o 3

h) Physical Bducation. - 1

i) Career Development - 172 .

1) Personal Finance and Economics -1

k) Applied Arts, Fine Arts or Foreign Language - 1 (one unit .shéll be

earned in any one or a combination) .-

2

g

. R S ST ’ B S
1. Each stiderit shall demonstrate competence in:

a) Reading ,

b) writing ~ ~
c) Hathematics ’
d) speaking

e) Listening

£) Reasoning

~

student competence: R - gi

~

N

ﬂai‘ Shall be verified by measurement of student knowledge and skills or

measurement of student ability to apply that knowledge and skill;

b) May be verified through alternative means to meet individualized

needs; however; the school district s standard of performance must

not be reduced; and

c) when verified in courses; shall be described in planned course

¢ statements; chdilenge tests and/or other appropriate procedures for

,veriftcatidn of competencies assigned to courses must also be cﬂ

avaiiab&e.
\

, ,
. N ‘, :
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These credit requirements may : soorn change as a result of .state superintendent

Verne Duncan's oregon Action Plan for Excellence; intkoduced as this. hook;

went to press.  The plan includes development of a state-required currfculum

in all basic academic programs, ‘kindergarten through grage 12. This

our students will need in critical thinking, mathematics, sclience and
international studies. - . . .
nttéﬁaag;é Eeduireﬁenté - ,i? ’ . -

o,
«

1. Twelve school years shall -be required beginning with grade 1, except when
the school district adopts policies providing for early or delayed
completion of. all state and school district (redit and performance
requircerignts. ] -

2. The district school board may .adopt policles foir &@lternative learning
experlences, such as credit by examlnatdon.and credit for off-campus

experiences: ‘
r
3. with any-modification of the attendance requirements for graduation,

\school istrict staff shall consider age and maturity of students, access-

to alternative learning experiences, per formance 1eveis, school district.

guidelines ‘and the wishes of parents or guardians:

’ ﬁ'_oi. -‘ [\"



-~ Vocational certificate shall be issued to applicants able to qualify.

. D  VOCATIONAL CERTIFICATION .

- certification requirements.are established by the Teacher Standards and :
Practices Commission and are defined in the Oregon Administrative Rules. -
These requi%emEnts undergo changes and updates periodically.  Coordinators

should have ‘a reference copy of the Oregon ﬂdministrative Rul@E (Chapter 5855
that affect certification. _ _ .

become involved wth work experience. Sometimes a vocational endorsement is
the only need for completing the requirements for vocational certification.
In rare instanees. a coordinator may be hired from the business community and

Special vocational certification options are available to coordinators that
enter education from business and ‘industry.-

¢'s _or Instructor Coordinator's Certificate, valig for
‘a period of not more than five school years, shall be issued to an app;icant

who holds an Oregon Basic Teachtng Ceftificate with a vocational teaching

norm or a regular five—year Vocathnal Certificate:
- '

p &l Vocational certificate - o : . ' : '(

Upon request of the employing. superintendent of a school district; a Spicial

»
‘

1. One-year certificate eligibility is determined by any one of the

following three _ sets of requirements: L~

"o Four calendar years of experience as-a qualified worker in the.
occupation about which he is to give .instruction. .

O ° Occupational ccmpetency for the ‘assignment developed by a .
combination of work experience and specialized training, or shown by
satisfactory completion of an examination. In either event. the

o A baccalaureate degree and at least three years of ﬁbrk experience.

_ both in the instructional area involved. -

2. Pive-year certificate Eliéibility requires the applicant to:

o  meet requirements fg:-the one-year certificate.
t

o have one year of¥vocational teaching experience.
o complete 12 guarter hours of vocational teaching preparation. or the
. equivalent" ‘This shall lnclude'study in the methods_of teaching.

~

.
» . o

a. The one—year[certificate is renewable once; on completion of six

quarter hours of vocational teacher preparation; or the equivalent.

This shall include methods of teaching:

b. The five-year certificate may be renewed upon completion, for each

renewal, of 12 quarter hours; or the equivalent. of profession

improvement in one of the following areas: methods of teaching.f

M -

%y

~zbv* T " ™

S, |
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evaluation of learning; psychology of learning, career education,

curricuium. guidance and counseling, ‘or occupational upgrading.

Note: Credit for occupationa1 upgrading must be recommended by the

employing district as a part of an approved professional improvement

program for .the instructor. The occupational upgrading may be

through approved community college courses, estdblished workshOps,

or planned experiences in business and industry If formal ‘credit

. is granted; clock hours shall be equated to quarter hours on the

: basis of 30 to 1. Credit will not be given for routine work

v

‘pProfessionail Improvement Programs

{-.

The 6regon Vocational Education Hanagement Bulletin No. 5 (September l982)

details the requirements for 12 hours of occupational upgrading as reiated to

certificate renewal. Coordinators are urged t6 read that bulletin L

carefully. The management builetins are available from the Oregon Department
of Rducation. ' - : E

Assistance with:cer fon Needs ° N

A coordinator can obtain help with certification probicms from the folloﬁing
agencies and/or persons. , . . 0

Teacher Standards and Practices Commission
730 12th Street SE - ' .
salem, Oregon 97310 L ' '

1Telephone. 378—3586

Career and Vocational Program Specialists

el g cor

Oregon Department of Education e

100 Pringle Parkway SE R S

N salem, Oregon 97310-0290

Regionat ‘Coordinator : ; ) | s

Local Education Service Districts

| j - | . q;

COordinators can obtain copies of the certification requirement& from the

Oregon Repartment of Bducation or the Teacher Standards and Practices

.Commissidn. Ask for Oregon Administrative Rules on certification:

.

L4
»
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< CHAPTER.VI
; RESOURCES
A. Agencies ,
A T
B. Reference Books, Pamphlets;,
. Pperiodicals.and Modules '
. C. Oregon Laws, Rules and
Regulations
B D. Federal Legislation
Fy TN :
¢
_ . .
- A
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: . : K. AGENCIES ° L
- . L . 2 ;
Otegonfpepart@egtfgf Bducation : : Technical assistance from
7QOjgring}eigarkway SE , .cooperative work experience

. Salem; Oregon 97310 o : specitalist and special’ ﬁéé&g -
Telephone: 378*5859 , coordinator

' Employment Division . ’ Specific infofﬁation about
Unemployment Insurance unemployment benefits
875 Union Street NE .. L ‘ : *
Salem;, Oregon 97310 » . . o T ;
Telephone: 378-3264 L ‘ ' !
Wage aﬁa,ﬁéat Division = .. ] :Specific information on wage and

" Bureau of Labor and Industries " hour regulations g
‘1400 SW S5th Avenue = .7 _
Portland, Oregon 97201 ‘ - -
Telephone: 378- 3272 .
workers' Compensation Department . specific ‘information on work- ¢
200 Labor and Industries Bldg. _ ers' compensation accident
Salem, Oregon_ 91310 = #&- prevention and compliance -

- T%Fephone. 378- 3272 v : S 7 .

: N oot 1
workers Compensation Boagd o Request hgagingsf&nfgatters of
555 13th Mill Creek Office Park _ - workers' compensation
Salem, Oregon 97310 , 'é o
Telephone: 378-3298 - : ;.

_ 7 e -
Wage and Hoggfgiyision _ Work perfiits
Bureau of Labor and in&ﬁstfiés s .
555 13th Street NE . : . o
Salem, Oregon 97310 : e ‘
Eéiéﬁﬁonei 373-1435 - ¢ . S . .
¢ . N
u:.s: 5&5&55&655 of Labor o 'Enforcement of federal -
Wage and Hour Division o minimum wage and overtime
1220 sW Thixd Avenue ‘ o . .. '
portland; OR 97204 . : . ) . <
Telebﬁonei 22123657 i L ¢ R . : 3
Po)icyholders Serviqe Division. . Insurance for work *
State Accident Insurance Fuwd (SAIF) . experience. students s
salem, Oregon 97310 =. R ]
Telephone: 378-3517 T v o .
e o <. T R ,3 ; AR )

' Work Experiernce Coordinators of Oreson oregon profesional orgahiza-
c/o Work Experience Specialist . tion for work experience
Oregon Department of Education . . éoordinator§ o s
700 Pringle Parkway SE- : K : Sy B
Salem, Oregon_ 97310 ° T ] : Jiii N
Telephoné: 378-5859 > -— - . ) k ,

- N L Y
v
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Cooperative Bducation Kssociation (CEA)

-~ (Address rotates eadh year

mmerican Vocati naI kssociation (AavVAa)

1510 H Street NW

twashington. DpC 20005

Oregon Vocational Association (OVA)
3821 Matheny Road NE®

Gervais; oregon 97026

§61eﬁﬁone; '3§3:4232

-

L4

;Oregon eouncil of Career and )
. Vocationdl Administrators (occVR)
.,3400 Portland ‘Road NE !

Commission . ff
730 12th Street SE

Telephone. 378-358%6

: - v o
State Advisory Council for Career
and Vocational Education ..

715 Summer. Street '

saigm, Oregon 97310 . e
Telephone. 378—5932
, J’

Career Information Systems
217 Hendrix ‘Hall

University of Oregon

Eugene, Oregon 97403

Telephone' 686-3872

J‘\

Regional Coordinators

(see: following list for

appropriate contacts) .

i

.

.|

Ll

Nationai professional organization

: for cooperative work experience

.~

1,

ﬁatiahal“proféssional organization
for all vocational program staff
Oregon professional organization
for ali. vocational program s’aff

sy .

Professional organizatio

for program planners and directors

. e e

Certification

Issues in vocational education
, a» . .

career information
o '
Va

Provide technical information and

assistance to local programs

L 3
-,
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= A ' REGIZNAL COORDINATORS
T 1983-84 - - :

-COUNTY ° COORDINATOR PHONE - ADDRESS

. N
SUPERINTENDENT

Malheur SAM BANNER -  .' 473=3138 PO Box: 610_ ~ Lefoy J. Paulson
Harney ' - 7 - Vvale 97918 C T

o

‘Coos - " LOWELL CHAMBERLIN~ 269-1611 1350 Teakwood _ - Robert Work
cdrry : . i ; Coos Bay 97420 . o

. , fr — -
Lane = ..-MARV CLEMONS _ 689-6500° 1200 Highway 99N Melvin Mead
T — : Eugene 97402 3 ,

Union JIM DAVISON 963-4106

‘1100 K Avernue ., ward wWeissenfluh

; La Grande 97850 B
) : ;

”

Clatsop  CHUCK DYMOND - 325-2862 3194 Marine Drive ..  George Long
Tillamook ‘ . .Astoria 97103 - .
' - .os

Jackson - NAT ETZEL ~ "776-8593 . 101 North Grape , Shelby Price; .
Josephine - : ;5 - Medford 97501

<]

.
[

.

ééééﬁ 97303 _ .

- - L |

Mar ion PATRICIA HINDMAN  588-5330 3400 Portland Rd NE _ Ron Wilkerson

K

- ; ‘

Linn-Benton /WAYNE JOHNSON. 967-8822 905 E,4th Avenue .%harles Seger __

. ' ’ . L Albany | 97321 :

__ bl

Wasco ERNIE KELLER J298-5157 422 E 3rd Hammel Bldg Fred D. Krauss
o ' * \ The Dalles 97058 o S

c A
~-

\L;; : ] Portland 97216 .

Multnomah - MARLYN DAVIS ~  251-74¥# PO Box 16657 Allan J. Thede

Umatilla _  SAM PAMBRUN . 276-6616 404 SE Dorion, Box 38

Umat i Ken Stanhope
Morrow 3 : pendleton 97801 -
_ 7 7801

hR -~ ¥

P j ~ B - _
washington JOHN PENDERGRASS 645-4242 17705 NW Springville Rd william Projue
‘ P ; Portland 93229 ' :
L. . _ :

Clétkéﬁéé AL PFAHL. ; ° .. 635-434l Marylhurst- Campus Russell Klein
. . L Marylhurst 97036 .

-

Douglas = ° JERRY SHIVEL:Y © 440-4759 - 1871 NE Stephens St Tom Heubner -
' ‘Roseburg 97470

Ky c

Klamath BILL BROWN 883-5000 334 Main St =~ James B. Conroy. '
Lake : ﬁ;*;i , Klamath Falls 97601 '

3

o
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- child Labor Re:uir men

.

' Ditzenberger, Roger and Jim Burrow; Vocat ion

.Park; NJ: Volume 1, 1978.

L Y
~

Z ., B. ﬁéﬁéﬁfzﬁcﬁ BOOKS; _
'\J\‘"J‘ ; N

ARV 4

S _ oL o el
‘Washington, D.C.: _ United States_

Afftrmattve Action for the Handic ppet

Department of Labor, Employment Standards Rdministration. ‘Office of Federal
Contract Compliance Programs, 1980.

RffirgetiVe Action Vecati””

. Handicapped; “What's In It For Me?," Resource Guide for Employers; Waltham;

MA: ‘Harold Russell Associates, Inc., 1978.

et R T
Biros, Oscar K., The Ei””" ra]l Moanciir

ament -Year Book (GATB); Highland

ture Under the Falr Labor Standards Act,

chitd Labor Requirement jriculty e Fair - ¢
Washington, D.C.:- United States Department -of Labor, Employment Standards

Administration. wage and Hour Dtvtston, chiid babor Bulletin No. 102, 1978.

oL il . ~

’”ricultural occu attons* washington; D. C.,

United States Department of Labor, Employment standards Aadministration; Wage
and Hour Division, 1978. 4

-~

Cooperativegecc”””ri”’al Education Programs; Administrative HandbookL

Albany, NY: University.of the State of New York, The State Education

4 1R +

Department Office of occupational and eoﬁtinuing Education, 1972.

P

Eiperience Rssessment GuideL Salem, dregon. Oregon

rganiz—"”” nd Administration of
Char,les E. Merrill Publishing Co:;

of Occupational Titles, washington. p.C.: Vol I and Vol II, ‘U.S.

Department of tabor, Bureau of Employment and Training, 1980.

1

- - — .

1 sdule Number 9,
Evaluating On-The—Job Training; -University of Northern Iowa, 1980.

Ditzenberger; Roger and Jim Burrow, Vocational Education Module Number 6,

1980. ; o

#ielding, Joyce, and Marvin R. Fielding, eenduetin Job Placement Pro-

grams, Sedalia, MO: State Fair Community College, 1976.: .

Hgnqgook of Policies and Proc uresgﬁer~eemmunitv Cbllege Occupational
Programs; Curriculum andfeeuréth Saletti, Oregori: Oregon Department of.
Education. 1980. . - . : ¥

Heermann, Barry, Coop_rati"’ ;aucation in Cemmunity Colleges; San Fran~
cisco, CA: *~Jossey-Bass, Inc., 1973. ]
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e - - - - . - - 7(}7“;‘;"7 - ,,ir[,;, .
Ivins; Wwilson H. and.William B. Runge, work Experience in the High Schoo},
New York, NY: The Ronald préss ccmyany; 1951. -

Mason; Ralph E., Peter G. Haines and Lorraine T. Furtadc, Ccogerative

Occupationa anvi
Third Edition, Interstate Printers and Publishers. Inc., 1981.

N '

ﬁéyér, uarren G.,fLucy’Crawford and Mary K: Klaurens, Coordination in

ucation, Columbus, OH: Charles E: Herrill

I - b

pPublishing Co., 1975.

es, Third ‘Edition, Coiumbus OH: Charles E. Merrill Publishing

~_‘co.; 1978. - S . . :

State University, 1980.

\Occgggtibnal Internship Coordinators Handpoo;L C6r0511isf Oregon: 6reg6n

Practices Commission. 1982. g
°. ® ST
Oreqon Vocational Education Management Bu n No

Department of Education; September 1982.

oreqon Administrative Rules Chapter 584, ~Divisien4384Teacher Standards and °

-3

perience in the Curriculum, Banville; Ik:

~

. Salem, Oregon: Oregon

erformggce—Based Teacher Educatien—ﬂédu%esT4845T~nssist students in Aggizing

for Employment or Further E i, Athens, GA: American Association for

-

Vocatidna; Instructional Haterials (AAVIM), 1978.

Performance—Basedf eachier icatior
Fol ow-Up Survey, Athens, GA: American Association for Vocational

Instructional Materials (AAVIH). 1978,

Fed

1 Hodules. A—ioj Conduct a Student ;

v

Per formanct-Baseéc roaules, Iy
Instruction, ﬁinens _GA: American Association for® Vbcational Instructional
_Materials. (RRVIMY,. 1978. i 7o, ’ -

ased Teachnr Bducation Modules; B-1; Determine Needs—and

IntefestseeEfStudents, Athens, GA: American Association for Vbcational
Instructional Materials (RAVIM);, 1978: -

[l -

'”ce—BasedfIegcherfgggcgtion Modules; G-3, Devel”;
Athens;, GA: American ﬂssocigtion for

Prométe Your Vocational Program,
vocational Insgructionai Haterials (AAVIM). 1978.

>_The Irainin

performande-pased Teacher Education ﬁbduiggizg:§12§5

ﬁ?il!?!,Qf on-The-Job Instructors, Atheris, GA: _Amer..an Ksscciation for
Vocational Instructjonal Materials (AAVIM), 1978.

performance-Based Teacher Education Modules, J-3, Enroll Students in Your

céééeréiive Program, Athens, GA.' American Association for Vocational

’

y Modules, J-8, Evaiuate Cooperative

ucation Hodules. 3—7 COOrdinate On-The-Job —u;'

v

‘Athens, GA:_ American nssociation for X

, . i
Hiller. Frank Wy James A. Fruehling and Gioria K F bewis Guidance Principles

v’



_ prl
- e
e
A R
L .
. ;.’
- Ve

Per ‘grmance— Based Teacher Bducation Modules; F-2; Gather Student Datasshreugg

#Personal Contact; Athens; GA: American Association for Vocational

~

Instructional Materials (ﬁkVIH). 1978.

Profession511Y. Athens; GA: American Association for Vbcational

instructionai Haterials (AAVIM), 1978.

Performgnce Based Teacher ‘Rducation
Athens; GA: American Association for Vbcational Instructional Materials .
(AAVIM); 1978.
. » . : ; L
Performance-Based Peacher Education Modu 5, Maintail
Advisory Committee, Athens, GA: American Association for vocational
Instruggidnél Materials (ARVIM), :1978., 7 )

] . . i N - 7

’7ionﬁﬁodules, J-2; Manage the Attendance;

les, A-5,; Maintain an 0ccqggtiona1

”ns of Coqperative Studentsl kthens. GA. American

dvisory C [ ) Amer ican kssociation for Vocational
Instructibnal Haterials (ARVIH), 1978.

‘ Performance-Based Teacher Education Hodules. G-4,‘Prepare Disp

¥ourevocational Program, Athens, GA: American Association. for Vocational
Instructional ‘Materials (ﬁﬁvtn\ 1978;

'Performgnce—Based Teacher Education Hodules. J—r

Related Instruction, Athens; GA: American Association for Vocational

Instructionai Materials ‘(AAVIM); 1978. . .

- / : _ N _ . :

gerférmence—sased Teacher_ Education Hodu G-5, Prepare

"Articles € .
~ﬁssociation for VOcational Instructional Materials (Axvxg). 1978.

L Performance—BaseduTeac1 r Bducation '“;;_gsr J75’7?}§c97C067er8ttve .
Students On-The-Job, Athens, GA: Ameri an Association for Vocational .

Instructional Materials (RAVIH). 1978. . .

' Athens, GA:_ _American;Association for Vbcatiogai Instructional Haterials -
(RAVIM), 1978. _ ‘ L ,

Vocational Instructional Haterials (AﬁViH). 1978. . . .

1] . : o
”'—Based Teéacher Education Hodules. J-10 Super" n-Emplo

”rediation BVent’ kthens. Gk. American Association for Voca-

- =
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1 _Teacher Educatton Moduless; F-3 Use Conferénces to Help Heet

P S AT TSI R —A” Tk k)

Student Needs, Athens, GA: American Association for Vocational Instructional
. Materials (RAVIM), 1978.

Pe;ﬁo:mance—BaSed Teacher Education Modules; G-8§, Work with Menibers of the

ommunity, Athens, GA: American Association for Vocational Instructional
Haterials (kﬁVIH). 1978. : . .

:Section 504 ; Rehabilitation Act of 1973, St. Paul MN: U.S. Code

Congressional and Administrative News, Vol 1, 93rd Congress, First Session.‘

west Publishing Co.; 1973, .

tadt " indianapoiis;‘iﬁi-3
Bobbs- Herriil Co.; Inc.; 1977. ) :

L e _ .~

.Standards for Public Schee&s—rSalem, Oregon. Oregon Department of Education,
February 1980

?

Tarqeted Job Tax Credit R
Washington; D.C.: United States Dggartment of .Labor, Employment and Training
Administration. 1980. -

Title IX; 1972 Bducational Amendmen U.S. Code Con

ional and Administrative News, Vol 1, 92nd Congress,; Second Session; West
Publishing Co., 1972.

s'St Paul, MN: U.S. Code Congress—

‘

Title VI, ¥964 Civilwkights—ngglrwashiﬁéton, D.C.: United States Statutes at

Large, Vol 78, 88th Congress, Second Session, ﬂnited States Government
Printing office, 1965. . ST -

Commission. 1979.

winefardner,' David W., Interest Measurement; in Vocational Deciston Ma

THe Use of the Ohio Jocational Interest Survey (OVIS). Columbus, OH: 1979.
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iheféreg@n Revised Statutes that affect wvrk experience are numerous and q

subject to change by amendments. These statutes are legal interpretations of

state laws that define applications of laws., Exemptions from legal :

requirements for work experience students are defined in the otegbn Revised

statutes. ORS 656 033 (Workers' Compensation Law) defines the requirements

L4l

fbr providing students with insurance protectian: The Oregon Revised

Statutes that affect work experience can be obtained from the Hage and Hour

pivision. )
3 B o e 7777"777 }. .’
Oreqon Waqe and Hour Commission Indust;y Orders

The Commission Orders are reguIations estabtished byithe Wage and Hour

commission for estabtishing employment conditions and safety for workers. |

Industry orders prevail in situations that are not covered by federai : .

regulations. Copies of Industry Orders are available from: Hage and Hour |

Division. v

[
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Aduitfaducation Act of 1966 (P.L. 89-750) authorized}gzants to states for

' programs to help adults continue their education at le st through high

school and; to obtain training for jobs. L

s

Career. Education Incentive act of 1978 (P.L. 95 -207) authorized career

education programs for the elementary and secondary schools.

Civil Rights aAct of 1964 .(P.L. 88-3525 under Title IV, mandated the

desegregation of public educational institutions and,” under Title VI,

made racial and ethnic discrimination illegal in programs that receive

-federal financial assi;tance . ~

L 4

COmprehensive Employgent and Training Act—e%—i9434(9 L. 93 —-203)

established a system of federal, State and local, progrdms to train
economically disadvantaged and unemployed persons and. to provide job

opportunities

Economic opportunit y Act Of 1964 (P L 88-452) authorized grants for

college work-study programs, Support. for vocational training for

unemployed youths, and a number of other educational and training
programs. o .

.. Education Amendments—eE;lSJze(P L. 92-318) established the Education

bivision, the National Institute of Education: - Title IX prohibited

discrimination based on sex in any program receiving federai funds.

its of 1976 (P.L. 94-482) provided federal assistance to

the states for career development and educational programs:. The B

Vocational Rducation nmendments are included in _this law.® Title TII of _

the Education Amendments of 1976 amended the Vocational Education Act of

- 1963 to provide the federal - iegisiation authorizing vocational education

programs and activities. A,

Education nmendments of 1978 (P: L. 95-561) established a comprehensive.

basic skiiis program for reading; writiny and mathematics in public

777777 @

; and Secondary Rducation Act of 1965 (P.L. 89-10) provided

financial assistance t® local educational agencies-to €ducate ‘
economically disadvantaged. Title VII, Bilingual Bducatjon Act, provided

funds for biiingual programs at ‘the preschool, elementary and secondary
levels. - ) , .

&

10. Eiementary and Secondary Bducatioh Amendments of 1966 (P.L. 89—7585

11 Elemen

authorized additional funds for programs f£or handicapped students. X*ﬁ ‘
/ i . - o .

7(p L. 90-247)

29 - _ . -
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12. Equal Pay Act of 1963 (mmended 1972, 1978). Equal pay for equal work >

under similar conditions regardless of sex.

13: Family Educational Rights and Privacy Act of 1974. Allows full access. to

student-learner records by parents/guardians. - :

gegergiiFaiirhaborrstandards Act of 1938 Bstabiisﬁed minimum wage;
7 equal pay, recordkeeping; hazardous conditions; and child

labor standards for minors in agriculture ‘and nonagriculture occupations.

15. Federal Revenue Act of 1978 (Targeted Jobs Tax_ credit). ' Encourages _ i
employers to provide employment to target: populations who have few job
skills by offering tax credits.

£S

- 16. George-Barden Act of 1946 (P.L. 79—586) expanded federal - support for
- ‘vocational education. _

‘ .
17. George-Deen Aet—o£4l9354authorized increased appropriations for exist ng

vocational programs and added distributive education to vocational
»education.

19. Hiqher—sducation Amendments of 1968 (P.L: 90—575) authorized new programs

for disadvantaged college students.

Development and Trainin Act of 1962 (P:.L. 87 415) supported

training for unemployed and underemployed persons. _ L

—

21. Rehabilitation Act of 1973; Section 503 of 1973. ?eaérai contractors.

agree not to discriminate against any handicapped: person who is qualified

to perform the Job; and agree to take affirmative action to hire, advance

and treat handicapped ‘without discrimination.

”

.22, S mith—Hughes Act of 1917 (P.L. 64-347) provided grants to states for

L 4

agricultural; industrial and trade-related education below the college

level. _ . -

23*;Vocationa1 Bducation Act of 1963 (P.L. 88-210) increased federal support

for residential vocational schools, work-study programs, and research ‘and
training in vocational education. . .

-/ 24. Vocational Bducation 1968 (PIL, 90-576) provided federal
grants to_states for vocatlonal education and part—time employment for
persons of ali ages and all educational levels: -

220 I
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NEEDS. ..
RSSESSMENT

[A-2._ ’ |

'ﬁ. HANAGEMENT HODEL FOR HORK EXPERIENCE PROGRAMS

(Referenced to Job Sheets of Chapter 117

-,

T L
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B. . CHECKLISESeFOR PEﬁNNING RND IHPLEHENTING

- (Refer nced to aoo\fff§ts)
. ] - 0

s
4

grg:ELEQQ;ag (See A-2) AR
e Obtain administrative approval for conducting a .
needs assessment: .
- ® Establish ad hoc committee to assist with needs
assessment. .

° Cconduct survey ' of school, student and community needs.'
° Report findings and make recommendations.

A3

Planning  * .o éef?;

e Orgahige an advisory committee (A—l)

Egentify legal requireéments of work experience (A—S) )
Identify educational requirements of work experience (A—45
Develop philosophy; and goals_ of work experience (A-5)
Develop instructional plans for work experience. (A=6)
Develop long-range plans for work experience (A-7) .
Bstablish policies and procedures for .program (A-8)

-

Provide orientation to staff (A—ll) ) S
Secure needed resources (A—12) ' ' :

Provide oiportunities for special needs students (n-13)

Guidance and Placement

Recruit, screen and select students (B-1)

Provide orientation to student (B-2)

Condyct conferences with parents {(B-3)

Assist’ students with personal adjustments (8—4)

- - - - . - - - s - .

Conduct student progress reviews (B-5)

Analyze cumulative records (3—6)
ent applications (B—?)

injerviews (B-8) = S

Assistestudents with empl

Prepare students for 3

Writé letters of re

conduct follow-up surveys (B-10) ‘ 3

Assist students in job placement (B—Li)

°
e Provide placemerf§ services for special needs N
gfuaéﬁfs (8—12; L N s :
COordingtion . ¢

Identify- and evaluate training°stations (c—l)
Visit training sites  ¢Cc-2)

Complete. training agreemeﬁts (c—3)

Complete- training plans (C-4) B
Provide in-school job coordination (C—S)
Provide employers with information (C-6)
Evaluate student performance (c-7) .
Handle. termination and relocation processes (Q—B)
Complete records and forms (C-9) .

coordinate special needs students (C—lO)

L

b

Assign staff (a-10) - e ' ' o~

Check

‘I Il.l’ SN

L

\|4

. . N
| l l |

-



Public Relations _ .

Provide public information on_program \D-l)
Develop - training sponsors (D-2) ]

Provide information program for students (D—3)
Develop promotional brochures (D-4)

prepare *in-school displays (D-5)

Prepare news releases (D-6)

Conduct recognition programs (D-7) ‘4 .
Develop an annual report on program (q-a) * .

n (A-9) ]
Evaluate work' experlence program.
Make révisions based on evaluation findings.

. Professicnal Development B
® Attend district and state: workshqps. meetings

and seminars (E-1) =

e-Keep current on the technoiogicai changes in
business and industry (E-2)

e Participate in local and state professional
organizations (E-3) : '

’ . ~
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\

the needs of the communxty it- serves? R

5

|

I

|

F. Are the Dlstr1ct superv1sors thoroughly informed _

e
i
]
-
[ 3
‘.
"\.‘
[ Y

Q)

WORR ‘EXPERIENCE PRGGRAM . - S -
EVALUATIGN SURVEY" GUiDE S -

. Role of Respondent

f .
. . v

| The bistrict » x0T
. ‘ ' : Do Not:

e

o “ | . . ' EY il .
. . ‘ s -

Has a wr1tten sttr1ct policy statement begn dé- g . .

veloped to help in administering coqperative work s , .

- - .

experience educatlon9 \l :

nvolwed in defining p011c1es re1at1ng to the

and
Cooﬁératlve Work Experience Program? - - N
Q . .

and follow up9 ; o _ ' :
. D= - -

Is the Cooperatlve Work Experience Program geared t0—

) .
. v

P Iﬁ-DisttiEt Coop Wbrkzﬁxp, Progtam -~ -

o

./ .Is ‘the Igigxstrlct Cooperat1ve Woxk Exper1ence Pro-
' gram meeting the needs of the students 1nvolved9 o . P

. Does the in-District Cooperat1ve Work Exper1ence
Program meet the needs of the Dlstrlct’

! is the pre§ent Cooperatlve Work Experlence Program

| adequdte for our Dlstr1ct7 L :
| . . *

! e
. Is there adequate communication betweenf@;str;gt ' i
f Coordinator; wurk experlence students, and super- . ‘

v1sors in our In- DlStrlCt Coop Work Exp Program? |

Ishghere adequate communlcatlon between the related .

3

cluster teacher and the In- Dlstrlct supervisors?

concerning the pgrposes and educatrggaiiphliosophy ) :
of the In- D1str1ct Coop - Work. Exp Program7 o ) I —

7. Within the Dlstrlct program is there a s1ncere in- _ S
\\ terest and effort to traln,the student’ o T

8 Db you feel Cobperatlve WOrkngp should be 11m1ted : - ' .

X

JtO juniors and senlors in nIgn SCHUUL
. D)

e
. -

9. Do you feel the In Drstr:ct Gooperat1ve Work Experl— s -

ence Program shauld be dropped” e 7"213 : o

_ .

-



»Y l. oo

D : 7 : . »\\ "Outq1de" Looperat1ve Wgrk E;perlence Prog ram . - .
, , , . - ” - .. & Do Not
7 , - ' R T Yes No " Know

L0 .

1;;Are students knowledgeable about the~"0ut51de" Coop—
crative Work Fxperlence Progzam?

Areé the schools doing. anyth1ng specific to inform - R ‘ )
students about the proceaures and criteria for '
obtaining credit for "0uts1de" Cooperative Work

Experience? : s -

\.

o

-

Are outside employers thoroughly informed concernr : '
ing the purpose and edutational philosophy of the
"Outside" Cooperative Work Experience Program? . s ‘ -

(7]

e

4. Is there adequate communiéation between tiie District
. . coordinator and "OQutside'" employers?

& .x‘ ‘ ] e

1@

-

1. Does the Da>tr1;t have a’ well-organ1‘ec plan for

pdhltLIuiﬂg the ‘Cooperative Work Experience Program9

()
-
Qe
[
U'
l"
=l
'D
C”
e
v
ot
h’
| e
ﬂ
Kadl
=
o
3
R J
[
(W]
@
gl
5
Ked
Kad
o
o |
arfy
[
&3
*h
[o]
Lo ]
N
(2]
o]
(1
[ 10
=]
]
°

ing and seiecthg <tudents xnto the program’

Are the student trainees ptaced on jobs which will

provide them with the types of experiences needed R

EE

to help meet their ®areer objective? - 7;:

1§ there a student work agreement signed by the
stadent, 'parent employer, and coordinator which’
contains the duration Qf the training period ‘and
the responsibilities of the student; employer; ﬁi

schonl; and parent? ; . .

$a

S. Ave thers: written training plans which list learn-_
ing activities and goals for each' training station? C R ——

6. Do you feel that written training plans are im-y =, . .
" portant for a good Uovperative Work Experiance . ’ :
Program? ' : . 3g : .

=, Do thé’superv1>ors of the tra;nlng qtat10n< provzdc ;31‘ o t'i ‘ o
a varxety of 1earn1ng experiences for(student-trainees? .

8. Are regular evaluat1ons make on “the perfnrﬁancd and - _ )
|

‘program of ﬂtudent trainees? . % o .

-

9. 15 theré a counselor :in each buiidxﬂq who is ngen

released time. from the normal counseling load to
handle VOLat10“al vounsellng9' .

.. - . .
. . B -

Q S ) o e : '

ERIC
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. . i — - ™ : -
- - Teacher-Cdordinator

RS :
N »

1. Is the District Work Co&rd1nator easily dccess1b1e R
to all D1str1ct personflel and students? .

2. Is the 0ccupat1onal Skills Center the most de-
sirable place for the off1ce of the District WOrk
Experience GQord1nator? % :

) 3. Doés the District provide for a teacher coordinator
1n7each h1gh school and th& Skills Center?

4. In your opinion, should there be a teacher coordinator

in each high school and the Skrlis Genter?

-

ull-time coordinator at the District

5. if the answer to the above question is "yes." “should
there, be ﬁ
to work with the teacher-coordinators and o

dinate and be responsible for all .facets of the

ifco’f _be respd

work experf%nca,program? -

-

‘ ' L - i, Advisory Committee

.~

1. Is there an advisory comm1ttee spec1f1ca11yifpr work
experrgncé’ . . &

2, ‘In your opxnxon, should the work experience program
have an advxsory committee? ; ;

) -

< . Youth Organizations

g

1. Should vocatlonal youth organizations," whlchige!elop

J teadership anhd technical knowledge, be an integral
part of the Cooperatlue ‘Work -Experience Program?

-

2. Is there an active youth organ1zat10n for. each
cluster area in the District? -

i Erggram Ghagg_

3. éhbuid §tudehts whb ére 1n a reigted class or career

area for which there is no cluster be given credit °

 for related work experience?

2. Do you favor having a vaer51f1ed 0ccupat1ons class

-for career areds for which there are no clusters?

____SJ_Axe_xQu in favor of maxntaxn1ng ‘the -present Coop—

41

k)

erative Work Ekperience Program which follows thg

State Guidelines for Goopefatlve‘ﬂork Exper1ence°

4



- form of general Wbrk credlt’

&

F
Do Not
‘ - S Yes  No _Know
Do you favor a Cooperative Work Experiénce Progranmt

written and designed specifically for bur District?

In addltlbn to Cooperat1ve Work ExpeRience credit,
should we as a District,. also be’lookling at some

If the DIStr1ct were to g‘ve genera; hork Lredit

should the District coordinator be responsible for

the superﬁxsxon and evaluatlon of the program9.

Y
.

A
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Employme it

Z

‘ {

, |n0rs S
A gyide'?a} 14 to 17 ;?eaf ‘olds éﬁd iiiéi?éiﬁibyéfs :

Note: Nothing contained, in I/Te fo/[owmg leguf llOﬂ.f applies 10 minors wﬁof are news carriers, wﬁo work -~

in and about the family home or who work m agncu/lure and do net aperate mac/lmery

Going Té Work FOr The Fmrst Tlme ,’ - :

- Y

: . o 7
Work Permits When yéu are ¢ you are old enough' to be hired to do a variety of jobs. But flrst you =
~ Required for should apply for a work permit. Your high school office usually has a supply of applications, .
14-17 Year Olds or you may call the  Wage and Hour Division of the Oreg0n Bureau of Labor and lndustness, ]
i ) and ask that one be mailed. . . ‘.
Applying for a - |; 7 tisagoodic idea-to  apply for your permit as soon as yeu aré 14, even though you may not:
work permit " be looking for a job ]ust yet. You will need to have the permit ery when you do g0 ;ob-
' . hunting: The permlt is issued at no charge | . .
) . Besides your own mgnaturefqnﬁthe’agpl|cat|gn’,f you: El@” need your social secunty nqmber T
- " § ° and your parent’s or guardian’s s:gnature_ ‘You must then send the appllcatlonoto the Bureau :
of Labor and Industnes along w:th a%chppj of your proof of age. .’ .
‘ SN Proof of ~ These are thé kinds of documents which may be used as proof of age:
Age Needed { Birth Certificate ~
e - ., Baptismal Centificate D >
. Passport "'? . ,
O , Adoption papers g ‘ . e
' . A -driver’s license cannot be accepted as proof of age s -t
Emancuiated B ,,Y‘?P,ﬂ"f“??{’, your gggrlipermlt ou arq 14. through 17 years of age. Emaricipated.
- Minors, minors and minors who are married are sub]ect to the same requirements, and must have a
s s Mamed Mlnv\ work prrmlt if they are 14 through 17, years of age. ,
- ‘/ . .
i Empﬁ)yér’?» N Wlthm 48 hours after.you have been hlrggli ngg erpployer must complete an Employer's
- Certificate Certificate and submit it to the Bureau of tabor and Industries at the address noted below.
— tost Woiﬁ + . If you Iose your work permlt you may request 4 dupllcate from Wage and Hour, 246
‘ Permit Cottage St. SE., Salem, Oregon 97310.
Agriculture If you work in an agricultural job ’y’o’u do not need a work permit unless you will be ;
operating farm machinery. -__-- , ¥ | .
§ larm machinely- 231 - 217

Revised 1782 ,

- . L N e e . - S O S SO




. Permitted

Uccupahons. v

Offlces

»

Stores
_Packers
Grocers

* ﬁ?siiii?éﬁi's;

-~ Carwash
/

-

Service Station

et

Theatres,

Amusement Parks
‘Parks, Yards
PacRers
Niursing Homes,
Hospitals

J— i P -
Day-care Centers

Kennels

Farms -

O

ERIC

Aruitoxt provided by Eic:

Farms,

~

Office work of all kinds.
L L . 5

Iy

Cashuermg, sellmg or stock work in reta:l sales or service establishments; alsplay or

e

wmdow trlmmmg work in.art or advertlsmg offices: . "< -

. Price markmg or tuggmg, assemblmg or pacqug orders
. . - 3
Bagglng orders in grocery stores, clean up work |nclud|ng using vacuum cleaners and
floor waxes. . ; ,
Food service;_bussing dnshes coe»k. ag at soda fountams, lunch _counters or caftena
serving counters; kitchen work mcludl """ fhe use of mac.hlnes such as dishwashers, blenders

corn-poppets, dumbwalters y °

Car washmg, cleanmg and pollshmg

-

%rvlce stanon attendant bt not mcludlng the use of pits, racks or lifting apparat’ys and

riot including the inflation of any tire mbunted on arim equnpped wnth removable retalmngr

ring. - . ;
- ] ” ; .
Agricultural work: ) ’ .

Ushermg, sales ‘or services in theatres, recreation areas or establnshments

'
- Otitdoor maintenance work, such as brush clearing, removing litter, grounds keeping; bt
not including the use of power driven mowers or cutters.

Cleaning or .packing prodiice.
Assisting in patient care in hospitals or nursing homes.

Child care. ' 3 ; A
Pet grooming, pet care.
Agricaltaral work; such as ﬁi)ifiéiﬁé or plant propagation; care of livestock.

4

-
PO
]
ta
R
_ 1}
~ .
e
- K
.
'
f
i
e i
=4




N

Work Hour

State
Requwemelits

 Federal
Requirements

Agriculture and
Youth Camps

- Because you already Vhave a responsubrllty to attend school regularly, your hours will be

somewhat limited in your first work experience. If you are emplo-ed by an establiskment

which is regolated by the state minimum wage law; you may work only between the hours of

7 06 a:m: and 6:00 p:m:; unless your parent or employer will furnish a letter guaranteeing

your transponatron This letter should accompany the Employer’s Certificate which your

employer sends to the Bureau of Labor and Industries. If this has been done you may be
permitted to work until 12:00 midnight.

In those establlshments covered by the state minimum wage Iaw you may work upto 10

hours a day and 44 hours a week: An employer who needs you to work longag hours may

apply to the Wage and Hour Commlssmn for an emergency overtime permit. With such a

permit you could work as many as 10 hours a day and six days a week if approved by the

Commission: :
2

If youir employer is subject to the federal minimum wage law, you may work 18 hours a
week during the school year; three hours on any day when sch00| is in session and up to

erght hours on any non- school day You may not work befor?? 00 a.m. or Iater than 7: 00

Day)’ and up to 40 hours a week. L

®,

Minors employed in agriculture or in youth camps are not subject to the foregoing houirs
limitations. ,
t

Jobs That 16 and 17 Year Old Workers Can Do:

More Opportunity

I

When you become 16 there are many more jobs which you may do: You are only

restricted in the use of some machinery, exploswes radioactive substances, mining and

logging operations. (See list of prohrblted occupations at the end of this summary.)

-

No Restrlctlons )

_work any time of the day or night, and up to 44 hours per week: tonger hours may be

[y

When you are 16 you are no Ionger restrrcted o work wrthrn Specnflc hours You may

approved by the Commission if your employer applles for an.emergency overtime permit.

These regulahons cover emponers subject to either federal or state minimum wage laws.

N

For more infc -iation write: . ' B or call: ' SC .
Bureau of Labor and Industries ; © Portland  229-5750 oL e
Wage and Hour Division : Salem 373-1435 Tl
1400 SW. 5th . N

Portland, Oregon 97201

or, -
Toll free 1-800-452-3503

[ AT S S S S



Prohibited Occupations

e __ P & S . SN R S s °  al... e o ge o
Minors under 18 may not use specified equipment in the following occupations:
(For a complete listing of prohibited machines, see “Child Labor Bulletin No. 107" available from i _
the Usiited States Department of Lator, Wage-+our Division) ' : '

1. Logging S o
All logging operations or occupations in the operation of
any sawmill, lathmill, shingle mill, or cooperage stock
mill. .

2. Messenger service o o )
All delivery of messages or goods between the hours of
10:00 p.m. and 5:00 am. :

3. Explosives manufacturing -
All occupations in or about plants or establishments
manufacturing or storing explosives or articles containing
explosive components. ’

4. Motor vehicle driving_ f o
All occupations of motor.vehicle driver or outside helper.
riding outside the cab for purpose of assisting. in the
transporting of goods.

5. Coal-mining ] . ) s
All coal-mining occupations performed under ground, .in

an open pit, or on the surface of a coal-mining plant for
the purpose of extracting, grading, cleaning or handling
coal. ‘ X

6. Woodworking o .
Woodworking occupations involving,the use or mainte-

nance of power. driven woodworking machines for cut-
ting, shaping, forming, surfacing, nailing, stapling, wire

stitching, fastening or assembling.

7. Radioactive substances L .
Occupations involving exposure to radioactive sub-
stances and to ionizing radiatinns. -,

8. Hoisting apparatus ) ) , :
Occupations involving the operation _of power-driven

. hoisting apparatus or assisting in the operation of hoisting
apparatus such as:

elevators - 7

cranes

derricks

man lifts

ﬁ?ight elevators.

9. Metal Working

}

The occupations of operator of or helper on power-driven
metal forming, punching and shearing machines. This
order does not apply to a very large group of metal-
working machines known as machine tools. Machine
tools such as milling function machines, lathes, planing
function machines, grinding function machines, borers,
drills, drill press, reamers, honers may be used by 16 and

~ 17 yearold minors;-as well as.a-rumberof other machine
-——tools.”
1Q: Mining, other -iﬁéﬁ/i:beil ) o 7
Occupations in or/on the surface of linderground mines
or quarries.

ERIC
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. Saws and Shears

processing, or rendering including but not limitedYo, the ,

use, repair or cleaning of the following machines:

\ meat patty forming machines
' meat slicing machine )
meat and bone cutting saws, knives

grinding, mixing, -chopping machines.
Bakery Machines ° .
The occupations of operating; assisting to operate; repair
or cleaning of dough mixers; batter mixers; bread divid-
ing, rounding ot molding machine; dough brake; dough
sheeter; bread slicing and wrapping machine; cake cut-
ting band saw. The occupation of setting up or adjusting a
cookie or cracker machine. Other-bakery machines may

be used by 16 and 17 year old minors.

. Paper-products Machines

The occupations of operating or assisting to operate

paper-products machines including, but not limited to:
arm-type wire stitcher or . .

estapler .
circular or band saw
cover cutter
guillotine paper cutter
scrap-paper baler
platen die-cutting press
platen printing press ‘ —
punch press. .
Many paper-products machines may be used by 16 and
17 year old minors, including; but ﬁ?’g-li'rﬁiiéd to:
" bag making machines £
box making machines v
folding machines
gluing, gumming
rotary printing press.

. Brick and Tile Manufacturing

All work in or about establishments in which clay con-
struction products are manufactdted except work in offi-
ces, storage; shipping, drying departments. All work in or
about establishmenits in which silica brick or silica refrac-
tory products are manufactured, except work in offices:——
All occupations of operator or helper or of setting up,
repairing, cleaning of:

circular saws

band saws

guillotine shears.

. Wrecking

All occupations in wrecking, demolition and ship-
breaking: -

Roollr;g o ]

All roofing operations: Gutter and downspout work may
be performed by 16 and 1_year old employees. ‘
Excavation < o , B} :
Excavating, working in, or backfilling trenches exceeding

fniir faot in danth Fyravatine for biiilding or working in
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our Paycheck _

Minimum Wage

Overtime

Paydays

Deductions

sFinal

i’aycheds

State minimum wage _ for minors ‘is the . .same as that requlred for adults and wrll
automatically be raised when the adult rate is raised. The present rate is $3.10 and was
effective January 1, 1981. The federal minimum ~wage is $3.35. - % :

-

Your employer is reqmred to pay you at one and one-half times your regular rate of pay

for any ‘work that you do over 40 houars in one week

o

Oregon law requrres employers to maintain regular paydays and to furmsh employees

with statements of the amounts_and:purposes of any deductions made from wages. The

statement- is required with each paycheck It may be a part of the check'or a separate

document. . . R . i
~ - N

Deductlons from your wages may not be made to cover breakage or Ioss whrch you may

record and may even Iead to dlscharge _ E .

Beductlons may not be made from mrnlmum wage to cover the cost of unlforms or tools

require you to puréhase a uniform as long as the purchase prlce is no more than the amount

that you have been paid above minimum wdge for one pay per:od

if you are requnred 7to wear a oniform and you are being paid mlmmum wage, your

employer must reimburse you for cleaning yolr uniform if dry cleaning I -required. -

When you qurtryour job; all of y your wages will be pa|d on your last worl< day as Iong as

you have given :your employer at least 48 hours notice.: If; you quit without notice to:your

employer, your pay is due in 48:hours exclusive of weekends or holidays. If your employer:

discharges you; all of the wages you have earned are due immediately.

5

”’kl Condltions -

Rest Péi'ii:fd?»

Meal Periods -

Adequate Work

Weicht Lifting

Y6tr r are entitled t¢ 15-minute paid re f@g@ég@{iﬁgj@&@tﬁ-@a} work period or
major part of a four-hour perlod Rest peribds are to be taken separately from the meal period
and,, if possnble, approx:mately in the mnddle of each work period.

o

o4
__ Your meal pe;rbd should be at least half an hour in length and you need not be paid for

this time—as long as you are totally relieved of duty ‘Employers of 16- and 17-year-old

employees may require them to perform occasional duties while having this meal as long as

- the nature of the work makes it difficult to. completely relieve them: In the'latter case the time
must be counted as work time and pald o s ,

An employer may not requrre a minor employee to reporx for worl'< wnthout furnnshmg
‘enough work for the” employee to earn at least half of his’her normal daily wage. If there is not
enough work and you are dismissed early, your employer i5 obligated to pay you for half of

your normal shift.

You cannet be reauired to ift al(y weight which is too much for you as an individual.




Agricultural Employment
Who Can Work . o lf you are 12 years oId you may work ona farm covered by the federal minimum wage

law. You may work on a small farm under state regulation when you are nine. ‘

If you have had tractor and farm machinery training (4-H or vocatnonal agnculture) and
‘hold a work permit you may operate farm machinery.

if you do not have tralnlng you may operate farm machinery at 16 if you have a work

permit. You may operate farm machinery at any.age and without a work permit if you are

employed by your father, mother, grandmother, grandfather; brother; 5|ster, uncle or aunt,

OR if you're living on a farm during the summer vacation and your parent or guardian has

made a written- agreement covering the operation of machnnery and filed a COpy af the

agreement with the Wage and Hour Commission.

Al

Agricultural | If you work on a farm you may not be subject to'the minimum ypg . Picking of crops
Mmiiiiiiiii Wage , Wthh are traditionally paid at piece-raics is not an occupation subject to minimum wage; but
" minors miist be paid the same piece-rates as aault workers You must be 12 to pick for large

farms. . ) b

L If you work '(o'th’éf than picking) on a farm that Has as many as six or seven employees

regularly, your employer must pay you federal minimum wage. If the farm has used at least
500 man-days of labor in any caléndar quarter of the creceding year, it is covered by federal
mnnumum wage requlrements A man-day is any udy in whnch one employee works at least

Overtime in There_is o requirement to pay overtime to agrigultural employees.
Agriculture : : ‘
-Hours in Minors working in agriculture'may work any hours; or at any time of day. Farrmis covered
Agriculture by the federal minimum wage law_may employ minors under 16 only at times when thenr

‘local schoof is not |n session.

Youth Camps _ o

Wages Youth camps are not subject to-minimiim wage iaw.
"Hours in. | 7;1‘he@ are no restrictions on | the e hours worked by minors employed by youth camps, and
Youth Gamps there us‘uo requirement to pay any addmOnaI pay for overtime worked.= - A 2

a ¥
J— — _t e j

Cannerlesf - R

, - O . . PN -
B o - . -

. Mmors employed in canneries’ may not work IOnger fhan 10 hours |n any ‘one day unlessL

the employer has been issued an emergency overtime , ~+mit by the Wage & Hour Division. -~ =~

Govefﬁment Ageneues
Wéﬁ?s ‘ It you work for the state, county, or a C|ty,‘ you must be pald at least the state minimum
’ Wage. - i i * ¥

-~

Overtime [ o You must be paid 1% times your regular rate of pay for any hours over eight in one day or
forty in one week that you work. If the agency you work for does not have funds to pay for -
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Answering Your Questions

M|

. STATE AND FEDERAL |
Al

nimum \A

Most businesses in Oregon are fegulated : This publication is designed to explain
by either state or federal minimum wage  simply the differences between state and = <
laws: Whether you are an employer, or federal minimum wage laws and to help- .

ou.

~ tions under these laws mak®es sense. .= . W T SRR

T

employe, knowing your rights and obliga-  you determine which protects

Most workers to be Are miniimum wage laws for everyone? Almost all workers must be paid a minimum wage as

-paid at least minimum - required: by federal or state laws. There are no sub-minimum rates for trainees or minors;

wage 7 - although there are some special provisions for full-time students and student-learners: The
following workers are .not subject to either a state or federal minimum wage: . :

. Exceptions : e Outside salespersons

- Casual baby-sitters . LR

e Companions of-the elderly © =~ -
® Minors working in and about the family home . . . -
-« @ Agricultural workers:an farms using less than 500 .“man-days” of labor during all four ~;
- .quarters of thé preceding calendar year. " - . .~ °_ 7 T
. ® Workers engaged in the range-production of livestock -._ . . .t 1.0 T
.. ® Managers; assistant-managers; and maintenance workers employed :and fodged in'
' multi-unit dwelling accommodations having an annual dollar volume bf;.,;’lgsg,;qan :

.

- - -, P
-~

N $250,000. - . L . R TR =,

X . P - oo _ . s . 7:.’«.; ot 1 I
Time. records must:be . State and federal laws similar. Many of-the requirements of the state and fedéral minimum.

accurate wage laws are the_same or very similar. Under both laws, it is permissible to pay wages by -
the hour, as a salary, ih commissions, or piece-rate. Whichéver method is used, employers.
must keep accurate time records and the employee’s total €arnings must equal or exceed -

~ minimum wage for the hours worked. State lhw requires employers to keep time and payroll -

records for two years while employers covered by federal mjnimuni wage law must keep ' *

those records for three years. ‘

. . ) . S x
- . : B -

an o e




Which munumum Types of busmesses subjed to

wage, state or . wage is $3.10 (effective Jan. 1,

federal? . ' The following chart shows; in
" subject to the federal Iaw anc

FEDERAL WAGE-HOUR STATUTE

*Any enterprise grossnng more than 5250 000 a year.
; or
- Enterprises named in the statute:
— Construction and reconstruction
— Private hospitals and nursing homes

— Private pre-schools; elementary or high schools;
institutions of higher education

— Laundries; drycleaners : -+
— Domestic service workers
or

Individual employees engaged in interstate com-
merce: -

or - -

Agncultural workers on farms using over 500 ““man-

days” of labor in any one calendar qaarter of the
prevuous calendar year.

‘Retarl enterpnses which grossed over 5250 000 as of

June 30; 1978, over $275,000 unnl}pne 30, 1980; and
over $325,000 thereafter, = ®

Student rate in retail - Sub-minimum  rates- for studen
and agriculture EUbjéd to the federal minimun
certification to pay 85 5 percent

There is no similar provrsron

Student learner | Student Iearners in on-the-job

requrrements - mrnimdm Wage ‘if all of the fc

=

’/’KII tests must be met - -, ,Student learpel,'s work h0|

week )

~ ~ LR

e-.; '.'- ,- . .

~ ® The employment of a studi

® The occupanon for which
a-substantial learning peri

The training must not be

The student learner must

v
9

The training of student lea
or industry. :

To recruit student learners, em
high schools or colleges.

ERIC

Aruitoxt provided by Eic:
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W : . , Example 3

déral minimum wage, types subgect to state. The state mmlmum '
1981); federal minimum wage is $3:35 (effective Jan: 1, 1981).

a general way, which kinds of businesses or employees are
1 which are subject to the state law.

* ’

STATE MINIMUM WAGE LAW

*Retail sales, retail services, or er)terpnses not en-
gaged in interstate commeice, and grossing less
than $250,000.

-

or

Aﬁy individyal employee who is not regulated by the
federal statut e '

: or
Any non-profit organization engaged in religious or
- charitable or community service which does not .

have a business purpose and is not ergaged in inter-

state_ commerce. (Examples: museums, mental
health couriselmg, half-way houses, etc.).

v

or '

Employees of state, county; or mumcapal agencues
performing traditional governmental services..

*Retail eptergnses which grossed less than $250,000

.ag of June 30, 1978 and less than $275,000 unti! June
30, 1980 and less than $325,000 thereafter. - hi

ts: Employers in retail or agncultural enterpnses who are .
1 wage may apply to the Federal Wage and Hour Division for
>f federal minimum wage to as many as six full-time students

in state minimum wage law: - ¢

training situations may be paid 75 percent of state or federal

>llowmg condmons are met: "

Jrs_combmed with theurschool hours must not exceed 40 per
i~ T *' N ", - - -5 .“".‘r C e - ~.
% . e . . e . T T, -«:

=nt ‘at a subminimum rate-is ﬁllbwable bnly when nabsence’ .

.*"

ties result from the requlrement to pay minimum wage. i

he training is being given must be skalled enough tp require
od.

not displace another warker. '
niers will tend to serve occupatlonal needs of the commumty.

iployers ShOUld ccntact the work experience offices of local
\



Piece-rates
Commissions

Adminiitratiye, execu-

exemptlons

State Law

Federal Law

10-Hour maximum day

Tﬁai"culaiihg 'ﬁeni_me. W
. ST T T T »_7weekly baslS’ The great

-
i

a

Wage & Ho-xr -

Commission rules - ;

Child labor -

F

T - ; Example 3

Workers who are pa|d piece-rates; must also be pa|d overtime:

When calculating overtime for workers paid piece-rates; divide the total earnlngs for the
week by the actual hours worked to find the average hourly rate. The overtime that would
be due, then, is %2 x the hourly rate X the number of bvertime hours worked.*

The payment of overtime is required by federal and state statute fd cannot bewauved by
. agreements with employees. Compensatory time pff (comp time)is not a method of complying

with the statates. ("Comp” time may be taken within the same work week in which extra’’

hours were worked, thus ayoudlng the worklng of overtlmg altogether)

Exempt Employees Some salaried employees are exempt from. the payment of manamum

wage and overtime: In establashments regulated by state mlnamum wage, adm|n|strators,

works the major part of the week . )

Bona fide executive, adminastratlve, and professaonal employees of establashments subject
to federal minimum wage law are exempt from minimum wage and overtime regulations as

long as they are performing the kinds of duties necessary to qualify (see Title-29, Part 541 of

the Code of Federal Regulations available from the federal Wage-Hour Blvision) and they

meet the salary tests below. B :
Executwe/Admumstratlve ............. $155/Week o
Professional ....... S ITISIIRLRI $170/'week Co

The employee must be performlng executive,_ administrative, or pro@ssaonal duties for at .

least 80 percent of the work week: In retail sales or services, the employee must be doing

"‘gxempt” work for 60 percent of the time. The exempt employee must be paid a fixed salary N

for any week in which the employee works; regardless of the number of .hours.

An employee who doés not meet the ‘above tests for exemptaon may be deemed to ‘be

pr/mary duty is executive, admrnastratlve, or profe55|onal

.exempt, nevertheless, if tHe salary paid is at least $250.00 per week and the employee’s

For detauled mformatlon on exemptaons from féderal mmamum wage and ovemme requare-' _

Third, Room 540, Portland, Gregon 97204 (221-3057): o ,

Special provusnons for manufacturing and’ cannerles. State law reguares thatj worl;erfsﬁ J[l

canneries, driets, or packers be paid 1% times their regular rate of for any work over ter:
*% P 224 pay y

hours in one day. Another state law sets 10 hours as.a maximum that employees may work in_

one day in mills, factories, or manufacturing establishments,. but allows for%n additional

three hours at 1% times the regular rate of pay if needed: Logging .camps; sawmills, plamng "

mills; and sh:ngle mills are excluded from this. requirement. . . i

- Whenever, overtm; _is being calculated | on a_ daily basas, it also must be calculated ona:

'—amounts1 the -one to be- pan& e _,‘ -

1 B . DI R

S Worlimg C’onditlons Thé state minimum wage 1aw g|!e§ the Wage and Hour Commission

" "authority to regulate working conditions for adults who are sub;ect to the-aw: Their rules:

canﬁiit be applled to adults workang in establlshments sub;ect to federal minimum wage

: payment for. reportlng to work when work is not furnished, weight hftung restnctaons, and' '

adequate lighting and ventilation. Since there are no similar provisions in federal law, adults

_working in federally regulated estabhshments need not be provided with the same. condu-'

tions.

Pl [t e e - A

for all minors working in”a
ments must provide rest periods and meal periods for workers under 18 and observe all of the

'Oregon s Child Labor Laws ﬁlve the Cpmrnlsslon authontyl to regulate worklng conditions *

establishments in Oregon. Even federally regulated establish-
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The table is a comparison of the most basic provisions of f
general statements only and do -not include all of the d
BASIC PROVISIONS OF STATE AN
Federal Law ‘

‘Minimom Wage: L *
$3.35 effective Jan. 1, 1981 : ]
Overtime: - ™ : ’
1% times the regular ‘rate of pay for any time over
40 hours in a work week in most industries.
Hospials, nursing homes may elect to pay ovet-
time_for work over 8 hours per day and 80 hours
per two week period. : L
Exemptions From Minimum Wage and Overtime: | ,
(Partial dist) = D
Executives, administrative, or “professional em- ¢

- picyees who are salaried at at least $155/week, and -
who, perform bona fide managerial, administra--
tive, or grofessiqnii work for-atbeast 80 percent of

“ the time (60 pertent in retail establishments); -

- these employees regularly exercise independent

¢ judgment and discretion. Some agricultural work-

- ers: Casual baby-sitting, companions for the elder-
ly. Outside salespersons. A '

. : i ) \% .
~May be made when legally required {e.g., "taxes,
SAIF, Social Security, gfc.) May be made for meals or.
lodging. May not be

77777 e fnade from minimum wage for

- uniforms, tools, or their maatenance; or for break-

4 age or loss caused by the employee. e

Hours Worked: ~ . = = .
Any time that an employee is suffered or per-
mitted to work is compensable time.

Meal Periods: L
Not required; if 30-minute periods provided, are

not paid as long as employee is totally relieved of
duty: If employee must perform any duties during
the meal period, all meal time must be paid. _

Rest Periods: e
Not required; if provided and less than 30 minutes

in_length, must be provided without deduction
chrn pay. . - - > . C .

R . 2
< . .

Adequatd Wrk: :
..~ No requirement: )
F 7 . : :

-

* Excessive Weights:
No requirement:

aiAarr. Atl CaiaDIi AVEDC 1IN NPECNN INEIII.BINE EEB#R;‘LEY REGUI




I o Exanple . 3
leral and state minimum Wagi and overtime laws. These are

v -

ails of state:and federal law.’

_FEDERAL MINIMUM WAGE LAWS
’ Oregon Law -
Minimum Wage: o ‘
$3.10 effective Jan. 1, 1981
Overtime: -
Same as federal law.

-

Exemptions From Minimum Wage and Overtime:
(Partialflisty i
Executive, “administrative.. or professional .em- :
ployees who are salaried % at least $650/mo. and
who perform bona fide administrative, execu-
tive, or professional work predominantly; these
. employees regularly exercise independent judg- i
. .ment and discretion. Domestic service workers.
Managers, assistant managers, and maintenance
workers employed and lodged in multi-unit
dwellings accommodationsthaving an annual dol- | ¢
lar volume of less than $250

,000. Some agricul-
vorkers. Employe youth camps or con-
ference grounds. Outside salespersons.

tural workers. Employees df

Same as federal law;

<

N M
Hours Worked: ¢ o 0
Same as federal law. "~ ° ‘

Meal Periods: . L S -
30-minute periads or longer must be provided to
begin no later than 5 hours and one minute after
employee reports for work. Time is unpaid as
long as employee is relieved of all duty. If em-
ployee is required to perform any duties during
meal period, all meal time must be paid:

Rest Periods: = = - N

. Rest periods of at least 10 minutes in length must’
be provided during every 4-hour work period or
. major part therof;; rest periad is' to be taken
approximately in the middle of each work
period; - rest_period must be provided without
deduction from pay, (Minors rest period: 15 min-

utes.) , ,

Adequate Work: .

. When employee is required to report for work;
‘adequate work mustbe furnished to earn at least
% employee’s regular shift. If work cannot be g

' furnished, employee must be paid wages for %

regular shift: '

Excessive Weights: .~ ¢ i
. No employee shall be requirdd to: lift excessive :

weights. : .

'ED EMPLOVYERS, ARE SUBJECT TO, THE STATE RULES PROVIDING FOR .




)

" Meals and Lodging.

Tip credit prohibition

/ |

Hours worked and -~
record kéépiﬁg '

"I an employer is furnishing:meals or lodging to employees; the value of the meals or

lodging may be deducted from minimum wage. If the employee does not want the meals,
r> deductions may be made. | - o

When employees are purchasing goods or services fram their employers, the employer may

deduct the amount-the employee owes from the paycheck as long as the_employee has .

voluntarily signed an ‘authorization to deduct. Deductions may not be made for uniforms or -
tools, or for breakage or loss, caused by the employee. Deposits for uniforms or tools may
not be required of minimum wage employees, and, at termination; the final paycheck may

not be held pending return of a uniform or tool. .

Use of Tip Credit. Whilg federal law allows employers to use the tips of tipped iﬁip’l’dyéés; to.
calculate wages, state law prohibits using tips to'calculate the amount of Oregoh’s minimum
wage, even _in federally regulated employmeht. That means that employers of tipped -
employees may use the difference between state and federal minimum wage as a credit

towards federal minimum wage in this way:

$3.10 + 25¢ (tip credit) = $3.35 R L
In the example;, the employer is actually paying $3.10; but takifg credit for tips received at -
25¢ an hour to show a total gross of $3.35. o , '

What hours must be counted as work time? Federal and state minimum wage laws define the

term “employ” as “to suffer or permit to work." it is important to understand that, by this .

definition, any time spent by an employee in the performance of any duties must be

recorded as time worked. It is not only the employee’s agreed upon work schedule that
- must be paid, but those extra periods of time spent in cleaning up the work station; doing -
stock- work; *balancing_the {ill, or attending job-related meetings and training sessions. "

_Employers are responsible for maintaining accurate. time records without neglecting those .
extra periods of work, even when-they are minimal; _ Lo ot 5

1% times the regular
rate to be paid after
- 40 hours worked

. employee’s rate of pay. Any employee excluded from minimum wagt ’c@erw:tujgd %

-

Y

Overtime. Any hours worked over 40 in a work-week must be paid at 1% tir

nes the

also from overtime Fequirements. Following is a partial list of employees who

v t ve exermd
from federal overtime regulations, .'E'_u;tf_;not from the gﬁiniipuin'wége‘liw. Pt
Employees of the state, county ' b i
‘Salésmen, partsmen, and mechanics in automotive or farm machinery dealerships

Truck drivers or drivers’ helpers who are subject to the Motor Carrier Act

Taxi drivers _ -~ ‘ '
Seamen

Agricultural workers

Motion pictare theatre workers _

Except employees of public agencies, employees who are subject to state overtime regula-

tions are those who are subject to state minimum: wage. .
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Example 3
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L%}

. .~
. . . : - . - . - .)
1 . - *

?
ENFORCEMENT: Employees subject to state minimum wage and overtlme regulatlons may contact the State of Oregon,.

Bureau of Labor and Industries, at one of the addresses: below: ; - -
Wage and Hour Division _ 455 Elrod Street i 140 Nb’i-ih Gi'épé Sti'éét' o
3rd Floor — State Office Bldg o Coos Bay, OR 97420 .~ Medford, OR 97501 RN
1400 S.W. 5th Ave:, (269-1161) , . (776-6013) | :
fzozr;!g;‘go) OR 97201 : S - 5{172anlamette Street g 700_S.E. Emlgrant

- Room 212 : Suite320 s
Red Oaks Square; Suite A-244 Eugene, OR 97401 ' Pendleton, OR 97801
1230 N.E. Third Street , . (686-7503) ; Q767884 - - .. o i
Bend, OR 97701 o o ; v

(389-1505) o N

[Kc
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Oregon Department of Edutation
Vocational Education Division

700 Pringle Paiway SE
Salem, Oregon 97310

’ . ’ r

e

Exaple 4

School Code
County Code

Administrat:ve District Code

-

(PLEASE TYPE)

ANNHAL SECONDARY VOCATIONAL PROCRAM IRPPRUVAL REVIEW

Address —— —

Date
g . :
Name of School District and No. _——— - " Phone .
Street or Route City - County Zip

“Contact Person for Vocational Education.

Phioiie .

PLEASE CHECK THE APPROPRIATE BOXES TO INDICATE WHICH VOCATIONAL PROGRAMS ARE PRESENTLY IN OPER-

ATION: 38UBMIT THIS FORM FOR _EACH SCHOOL IN THE DISTRICT THAT PROVIDES VOCATIONAL EDUCATION AND

THAT HAS CWE AND CHARTERED STUDENT ORGANIZATIONS.

SCHOOL ———— - -

Title of Program

.01  Agriculture

05 Accounting.

12  Child Care Scrvices

06 Clerical

09 Construction .

19 Diversified Occupations
QQ Electrical

08 Foodservice

Specual Voeational Programs
o _

~

-
. gt
58 % ii3

18

s et 16

03

02

08

1 17
41— —

Title of Frogram

Forest Products ™ ~~_
Graphucs )

Health Occupations
Marketing

Mechanical

Secretarial

- Service Occupatrons

Other (Iist):

Ongoing |

c

- e

@ =
£ B.=
© — » €=
= w :DC
g 2 885
A 0 £ o
£ T O&BO

~
-

-

Programs dnscontmued {not offered durlng the current school year) Explaun if program is dropped; offered on alternate years or

Votber-reasonsfos nototfeung-ﬂ_ SR

- \

CERTIFICATE OF ASSURANCE:

4

Fe

I agree that the vocational program :aquirements for ..econdary vocatlonal educatlon programs the rules and regulatrons for Public

Law 04.482, andjthe requirements contained in the Oregon State, Plan_for Vocational Education will be complied with .in the

operation of vocational programs and services offered by the district or through contract between the district and other agencies,

institations or individuals: | further acknowledge that | am aware o

f-fiscal requirements related to maintenance.of effort.contained

in Sections 104.321 .through 104.330 of the rules and regulations appligable to Public Law 94-482 and that fiscal_effort will be

maintained in Sccordance with those regUIatlons in addition; federal vocational funds will not be used to supplant local and state

funds used; for vocational education programs or services. | also agree to furnish requured fiscal and vocational program data as
requested by the Oregon’ Department of Education.

. {Signature of Authogized Schiool Official) - R (Date)
. r—\ E . . .
- \ " —
For"@epartmént Purﬁéses
) , =
(Vocational Staff) ! ' (Date)

Q
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" o . . Example 5

irégon Diepartment of Education . : For Department Use

ocational Education Division County Code
00 Pringle Parkway SE ' District Code
alem, Oregon 97310 | ‘ . School Code
S ' Administrative District Code ————

CIPS Code -——— — —— |

Attach Planned Course Statement(s)
(Please Type)

>heck One) ' (Check One) Title of Program __ . -

Cluster Program ————— New ________ . (ChecklLengthof Program) 1 Year 3Year

Special Program ————— "Amended ___ @~ 2Year___-__ 4 Year

Special Alternative ) ' - Other
Pregram :

ame of School District and Number

ame of High School _ _— z — :Phone

K]
s

ddress of High School —__________ : : —
Streetor Route City : County Zip Code

ame of Contact Person : ————— Phone

1
v

ate Request Submitted Date Program to Begin : B —

I A I T R R A R R E R R R E R EZ EEE R R R R R R RS R RS R AR E R E R RS S SRR RN S RSN SIS IS IS S

y grade level list the vocational course tities which make up the vocational program, indicate hours of instruction per week and
‘edits given for the course. Complete applicable boxes for length of program: 1, 2, 3, 4 year, or other. If the vocational program
a one-year program, or an alternative program, complete the 12th grade, below. If the program is a two-year program,

smplete both the 11th and 12th grades. If courses are applicable to both years of the program; list on both. If the programis an
ternative program of more than two years; complete applicable boxes; top of page 2. i

Grade 9 Hoours | Number | - ____ %at,e é’* d’ 11 H;g;jié %vuer%isr c S&la
. Per weeks Credit se , raae -Per. L KS. redit - -
. Grade S woek | Ottered | o' | code a waek | Offered | - Code

vvvvv

Wours | Number | - | St — - Hours | Mumber | ____ | State
- Par. ‘Waaks Credit Use_ Grade 12 _Per_ Weeks | Credit se
Week Offered Code N . d

Ve
i

: 230 ) White ODE Program
_Pink SERVE
Graan Sehool _.




Check the applicable boxes below and indicate the nuimber of credits awarded for cooperative work experience, list other forms of

work experience and school-dlrected prqects

o == | wx | mimaie o OtherSchooI Dlrected Pro;ect vaes | N Cradi Paid
Type Yes | No | Credits Paid | Unpaid S pecrfy) Yes | No | Credits | Paid | Unpaid

perative Work Experience
| Supervised Farm Project
Farm Placemant Prowct
Clinical Expenence

OCCUPATIONAL ADVISORY COMMIITEE REPRESENTATION

| do hereby certify that the occupational advisory committee for the program described in this request has been involved in the

development or modification of, the program.

=

Signatura bl Advisory Committge___ . - Date
Chairperson or Authorized Representative

CERTIFICATE OF ASSURANCE
t agree that the vocational program re@urements for secpnda[y vocatnohal education prcgrams “the rules and regulatlons for Publrc

Law 94-482, and the requirements contained, in the Oregon State Plan for Vocational Education will be complied with in the
operation of vocational programs and services offered by:the district or through contract between the district and other agencies;
institutions or individuats. | further acknowledge that | am aware of fiscal requirements related to maintenance of effort contained in

Sections 400.321 through 400.330 of the rules and regulatlcns applicable to Public Law 94-482 and that tiscal effort will be main-

tained in accordance with those regulahons In addition; federal vocational funds wilindt be used to supplant local and state funds
used for vocational education programs or services. | also agree to furnish required fiscal and vocational program data as re-

quested by the Oregon Department of Education. - -

‘ \ 4 ' Signature of Authorized School Official Date
AR S R R R T R R E 2 R E R E R R R E R R R E R I A I I IR R I RN N IR N BN R )
For Deparlment Use
Recommendation

Approved This vocational program has been entered in our records as approved: The program will be reviewed and

approved annually. o5

Disapproved  This program has not been approved for the following reasons:

.

Vocational Staff

Vocational Staft

231 - “pik SERVE T

_Green,School




o _Example 6

ﬁiégﬁ'nj Department of Edutation . Please submit curriculum prior to tEZT

Instructional Services Division - ‘ date that the new curriculum is to be

Career and Vocational Education . offered at your community collsge.

Salem, Oregon 97310 Revised curriculum to ba submitted
' annually, by Juse 15:

.- APPLICATION FOR APPROVAL OF AN OCCUPATIONAL CURRICULUM :

Commiunity College ' —————— HEGIS____

ol

Curriculum Title _ - : C  DENG._ .-

" Gtion Tt (1 apicabe B —

Date of implementation - : Hours

Date of Termination _ Lab Hour§ ——————  _

INSTRUCTIONAL AREA
] Agicaitore

B3 susiness Education L

Health Occupations -~

7

Hoiiie Ecoromics

Distribution & Marketing * Tiade & Industry

O
O.00 400

[C] office Education Other (Specify) -

- TYPE OF PROGRAM

.

1 Ooa

E]  occupstionai Preparatory
O wew

Admission Reguirements (grade level, prerequisites, test scores,eted ————

Occopational Supplementary _

.

Ravised

CURRICULUM LENGTH (Terms or Weeks) : R -

RECOGNITION CONFEBRED UPON COMPLETION " Associate Degree -

k3
'

Certificate (Specify type) -
o ’ . e

Other (Specify)

Oregon Department of Education

Clilaca $lla annu

o

r___“rae« amaa !N’ njam

ERIC

IToxt Provided by ERI
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i

In accordance with instructions for revising approved occupational curriculums, the following changes are noted. (Attach course descriptions if content
v

changes are proposed.):

i course no.

CURRENT

Courss Title

clock
hcars

credit

| _ courseno, |

PROPOSED

Course Title

| credit

2l

LA

41

’

College Contact Person :

OEPARTMENT OF EDUCATION ACTION

T

ODE Staft
D

s .

; Nj'p"qu
Disapproved
Ei{ﬁ 581-3644 (2/82) pags 2

ERIC

IToxt Provided by ERI

247

[y}
Jel
LW

Oregon Department of Education

-

Date

Telephone

<

Date




U - Example 7

EXAMPLE COVER LETTER TO PROGRAM COMPLETERS

\

Dear ﬁqriﬁéh Trainee: . N

The Conmun1ty‘Co]1ege ners your help! We are trying to 1mprove our- .
technical training’ programs so that our trainees will have easier :
entry into jobs.® In order to make improvements, we need-to know how
-well our program prepared you for the work you are now doing. Which
parts of your training have. been most valuable on the job? What did

‘we fail to prepare you for that should have been part of your train-

ing? You, as a former student are in a good pos1t1on to g1ve us that

A ~Ef mcet et -~ v

kind of assistance. _ » , .

If you will take a few minutes and respond to the survey queSt1ons,
our staff will analyze your ideas along with those of many other
trainees and employers: Based on these findings; we will make the

changes needed. to 1mprove.

In reSpond1ng to th1s type of survey, you can he]p us to he]p o;her

We. apprec1ate your cooperat1on w1th this survey and hope that you
will continue to assist in the further deve]opment of our vocational

training programs

Sincerely,

Instructor/Coord1nator - o

Cogperat1ve Work Experience

Fd
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Dear Former Trainee,
Y

Our Work Experience Program needs your help in evaluating the

effectiveness of our training. We need to know if your train-

ing was helpful to you on the job. .

If you will please il out the answers to questions on the
other half of this card, we will be thankful. Just tear the
card along the dotted 1ine and mail. Thanks for helpirg us
to help others. = o Co

lork Experience Coordjnator

- 225353 S 5 .

- = -
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gorm | oy
i | FOLLOW-UP SURVEY
a & ; f
oy |
B6H | -
7 ls your current jOb related to your field of tra1n1ng°
“g ! 1. Yes, it is directly or closely related,
= | - 77N9,79§by little relatlonshlp to training. .
& EMPLOYER NAME: .
3 g EMPLOYER ADDRESS:
- How well did your training prepare you for your present Job7
! _ 1. Very well ‘prepared. "
- — 2 Adequately prepared;
- 3. Poorly prepared
j How necessary was your tra1n1ng in getting your present Job7 '
. _ 1. Required, \
! - 2. Very helpful. : S
| ___3. 0f some help:. s
i —_ 4. No help at all. '
l How did you find out about your f1rst Job upon leav:ng high school7
, _ 1. Through-my- advisor; - e NI st ne i Y
- l 2. -Placement. ervice at hlgh s(:hool ST D
¢ | 3. Through an instructor: TRl SRREANERA
___ & MNewspaper: K
! 5. Friend.
| ____6. Other (Speclfy) ] .
| How do you rate the follow1ng services provideé by your high school?
1 g / mawetmue__——;
- ERUIC R a——
| SERVICE o Good - Adeauate Poer
| Vocational/Skills Training 3 2, . 1
! Career Guidance o 3 2. 1
l Student Act1v1tles R -3 3 ]
¥ 7 Job Placement 3 2" ]
& P ——
- . What were the ¢ rong features of your trainlng in hlgh school?
J (Be specific) ~
J . What were_the weak features of your tralning in high school?
f (Be speclflcl o I
! | l'j t
, , s \
— | s .

——




B il Example Y

FOLLOW-UP SURVEY
1. Is your current Job related to your field of tra1n1ng?

1. VYes; it is directly or closely related.
——_2. No, very little relat1onsh1p to tra1n1hg

ENPLOYER NAME: _ : :
EMPLOYER ADDRESS: - . I _ —
2. How well did your training prepare you for your present Job? '
o 1. Very well prepared. o
“2. Adequately prepared. ’
3. Poor]y prepared. ' 4 '
3. How necéssary was your training in gett1ng your present Job7 _ : g/
1. Required. . _ : . i

2. Very helpful. : : 4 .
3. 0Of some help. ' _ .
4. No help at all.

4. How did you find out about your f1rst aob upon 1eav1ng high schoo17 R & :
1. Through my advisor. o
2. Placement service at high schoo1

—— 3. Through an instriuctor. =~ - CoL
. 4. Newspaper. ’ : .
5. FEriend. * : , , : , i
6.  Other. (specify) ' - : Lo
5. How do you rate the—fo11ow1ng services. provided by your h1gh schoo17 ST
‘ _ PLEASE CIRCLE
SERVICE - "B pgequate * Poor
Vocational/Skills Training 3. 2 1
Career Guidance b o 3 2 1
Student Aet1v1t1es b 3 2 o
. Job Piacement 3, 2 1

6. .What were the strong féatufés‘éf your training in high school?

(Be specific) : ‘ : o S . 0

7. What were the weak features of your training 1n high schoo1?,r
(Be Spec1f1c) _ ‘

-

N
W
=

251
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éﬁAMP{ZICOVERLETTERTO EMPLOYERS

>

[y

Bear Employer

‘trainees to see if we can 1dent1fy ways to 1mprove the cooperative
work exper1ence program ’ . ‘

“Our. Eommun1ty Eo]]ege is conduc;1ng a fo]low-up survey with former

We also need 1nformat1on from emplayers that hire our trainees. °
The- employers can give us many ideas on the adequacy of job train-
ing that nay not be observed by the worker. -
Both trainee and emp\oyer fo\\ow -up 1nformat1on will be ana\yzed
to identify the strengths and weaknesses of our training. programs.
Based on what our former: trainees and employers tell us, we will
make program revisions needed to improve our work preparation.

training. ;

" e appreciate your effort in respond1ng to this survey and welcome

suggestions and comments that will help us to better prepare our
young people. .

Thank you very much for your cooperat1on.

T :
: I : S1ncere1y,

Zaneﬁﬁray

Cooperat1ve Work Exper1ence

P

-

.....

Exanpler]O



. ,r.xample‘ 11

) EMPLOYER FOLLOW-UP
Name of Employer_ - | . -
Address of Employer " - .. * |
' GENERAL QUESTIUNS A ' ‘
Please rate the. fo]lovnng skﬂls;bf our’ grqduates that are Workmg for you .
at the present time. C1rc]e most appropm ate answer. = . (:
= | ras M1 | - Has | Has None|
Skills ' - | Needed * Some - of Skills} -
) " Skills | skills | Needed |
1. Mathematics.skills 3 2 1
2. Technical skﬂls of the job 3 -2 1y
3. Gonmumcatwn skills of the job ] 11 3 2 .
4. .'Safety procedur‘es o o .3 » 2° 1
. 5;, Work quanhty(outputi 3 2 1
6. Work quahty 3 2 1
7. Work attitude 3 2 1
8. Preparation and training for job 3 2 1
COMMENTS:
»
5 } :
; .
1o C s
253 239 . .




SPECIFIC QUESTIONS

Example 11 |

The f0110W1ng guestions are spec1f1ca11y re]ated to the techn1ca1 tra1n1ng

of emp]oyees received at our school:

P]ease circle the appropr1ate answer.

s -

A ¢ yae | Some of - -
Question Yes the Time No
9." Did_the employee have needed technical” N ,
skills for entry level into your firm? 3 2 1-
10. Does employee use his knowledge of ) : .
‘shop safety and too] hand11ng? ' 3 2 1
[l
N Qge§7gm919yee practice care and . _ .
¥ maintenance of equ1pnent? 3 2 1
. 12. Did the. enp]oyment of these persons o
depend upon them having had training , o
,at our school? ¥ 3 2 1
13. .Can the empioyeé read blueprints and use B i 7
; ‘measuring too]s Tor completing work? 3 2 1.
14. - Canh the emp]oyee work on h1s own w1thout ] ]
. supervision? . 3 2 -1
' e o W
_ —

- technical training?

15. What would you identify as thie strong péints in this employee's ”

. =
- .
- N
. &
.

technical training? .

16. What would you identify as weak points in this employee's




Example 11 7

e -
I — - - - - N I oL . oo ;
) 17. Since thiy/ survey is to help improve vocdtional training
programss we welcome ideas and commPnts on how th1s*can
best be accomp11shed
¢ « ,
THANK YOU FOR YOUR ASSISTANCE WITH THIS SURVEY. _WouLD
" YOU LIKE TO SEE THE RESULTS OF TRE SURVEY WHEN IT IS
< COMPLETED?
PR : Yes : No
. ;;
/: . i -
o; i °




; , i " Example 12
. : ‘ R <
] : . School District ; )
: - Rt " _ . Address ___
\ -City, Oregon ZIP
{503) Phone
- INDIVIDUALIZED EDUCATION PROGRAM
. i —
Full Legal Name : : v. | PARTICIPANTS IN Ié.P MEETING
Child's Teacher/Title Child; Where Appropriate
Date Special Education E!lq:bllny . \ '
(Re) Established 2 . N — —
. B L District Representative/Title Other/Title
Date of IEP Meeting nT e ' ' : — : 3
o . Parent(s) R Other/Titley _ .
P'tajééfed Date of IEP Annual Review B : — i !
- ; | < ' . )
SPECIAL EDUCATION SERVICES TO BE PROVIDED ®)
- . i o T RELRTED SERVICES TO BE PRQWDED
Services . Least Projected Anticipated R
Reslyictive Dates of  Duration .+ Services - Projected ﬁntxcnpatod ’
Environment Initiation of Services | . Dates of Duratjon . .-
) ’ —\ [ Initjation of Services | m
| O specially designed reading ———— - - - > | : .‘ . ’ '
S . O Transpertation . i
) O Specially designed math — \ i D ranspertation . . M -
RN T , O Speach Pathology - - |
O Specially designied spelling — S o Speach Tatheloay : '
o | O Audiology :
(m] Specxg[ 7§3glgned 7 i udie f:gy‘
language arts ’ 5 — - O Paychological
O Specially designed PE. = Services . .
O Physid Therany : — .
O Spesch Pathology - O Physics) Theraby 3
o i EOqcupational . :
‘B Specially Designed _ : . : ’ L)
. ' Vocational Education — : Th"ipy . .
,D' Other,_ : o (] Special Equipmont : . - = _c
P . . . . 2 : . . - : b
O Other, —— E’ f‘,‘?d.,r S.Tc;. ’ *
< : (=) vali.ii_ﬂiii Services 3 n )
: e | O Recreation ; R
< . o | O couseling Ssrvices - . =
EXTENT OF PARTICIPATION IN REGULA R PROGRAMS 4] | O Other, r o
{incliding non-academic settings) — - _ — O Other, - — N ] ol ey
- - A R 7777; ) - }2 - . L. RER
v w o e ~ - - *
" ' . .
ATTENDS ATTENDANCE AREA SCHOOL YES NOf ;,g;éién EDUCATION ' ’
|t s explain) ————— _ ' — | | oquisr P2, v2s N0 R
7 -1 Spacially Diiiéﬁid P E —YES __NO .
— _ PE.R \iiromont Complolod _YES __NO
o P o a .
> o o i . o :a : -
. Blp
O ’ 2 . * °

ERIC

Aruitoxt provided by Eic:
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Example 12

< H
. ) Fs
iiiihe - . é’dijé o
PRESENT LEVEL OF EDUCATIONAL PERF RMANCE IN (area)
/77i,7,, [ .: t‘ . T
ANNUAL GOAL: ‘ - _ :
SHORT TERM OBJECTIVE(S) | CRITERIA | EVALUATION PROCEDURE(S) | SCHEDULE(S) ]
, )
pm-:smﬁ LEVEL OF EDUCATIONAL PERFORMANCE IN (a’iéa) -
ANNUAL®OAL ; . ——
*SHORT TERM OBJECTIVES) | CRITERIA | EVALUATION PROCEDURE(S) SCHEDULE(S)
. ' ) .
PRESENT LEVEL OF EDUCRTIONAL ;Eﬁf‘()ﬂMANCE N (area) P
. [, !@_1, _
ANNUAL GOAL. o :
~ SHORT TERM oau-:crwms‘ CRITERIA | EVALUATION PROCEDURE(S) | SCHEDULE®S) ]
' : P . -
S ,\
< . . .
: - e
TN ) .24
. . 257 @43 :
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_ o Example 12

: Nerxrxemenmma}:ms OF .
mmvmuauzzg EDUCATION PROGRAM MEETING °

: _ SAMPLE FORM

EXPLANATION OF ITEIVIS

. o 3
- .
a
.
sse attending the meet- [ " P ————— . to explain our findings
r will include: This ) SA,MPUE ror_“;‘ and to arevgléﬁ an madivid-

ualized educahon pro-,
gram (IEP} .

temént is included as a

y.ofl meeting the re- Address

his

irement to '.’91"!}}"’ ) City Giaoor 2IP . statement ia mcludod as a

renit in writing as to . ! - " way of meeting ‘he.

o will be in attendance: } (503 Pnone requirement to nomy'par
; ’ e .{ ents in writing of the pur-
] . NOT“"]CKTION TO PKRENTS pose of the meeting.

. OF INDIVIDUALIZED EDUCATION PROG

Dear
ﬁ. have been E;;Eu;n;; an education  ev ticn O review of vour clula
o - otder to better

. ullpame)._ _________ __
plan lor his/her educational needs heve complolod the Q lntmq D review,

nnd vlould hh |o meet m!h you 10 uplum our hindings nnd to develop an

maundunl oducnuon progtam (!EP: tor yo.u child We vlould Like you o be a part

of this planning
hose attending the méeeting vnl. mcludo

!/ Zoqugge unablq fo attesd
tbe munnq please con-
tact me . . . so that we can

arrange & mntuaﬂy canve-

e meeling mll be held-
(date) ..,
e l

‘I'ho meeting vnll 5‘ bald on (d-m attme

nl tion) ! - II you no unnih

included as a way of
R TIepn | |o attend the mnunq pluu conlncf me a8 e00n as ponsb.o 0 |hnl we Can

reting the reguirement

o aitange a mutually OD""“""“ nme and place ‘

notify parents in writ-
g of the time and loca. : - Sinceisly requirement to achedule

m of the meeting. ) . the mestirg at an agried
’ .upon time and place.
:. . Name/Title

. _ -
: Date
’ —_ _

- . L

H
-

258 ‘
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‘ | HANBBGOK FOR WORK EXPERIENCE 'CODRDINATORS ° ‘

IN OREGON ‘

IUUR VIEWS ARE iQPORTKNT! After you read and examine 'thls publlcatlon please forward your comments to the
u bllcatlons staff of the Oregon Department of Education, If you would rather talk by telephone, call us at 378-8274.
Jr; for your convemence this response form is provuded :

’LEKSE RESPOND 34) thal your views can be consudered as we plan future pubhcatlons Slmply Cut out the form; fold
ind mail it back to us. We want to hear from you!

\

did veu read this pubhcaticjn? . ' Did vou find the content to be stated clearly and
N . accurately? }

— COmpleter ; . 7 / ) -

—— More than half o Always yes

I;e;; Vtrhan tha[f e In general, yes
—— "Jost skimmed In general, no

—— Always no
Joes thns publlcatnon fulfill its parpose as stated in the - ——-. Other
yreface or introduction? ' e .

Were the contents presented in a convenient format?
—— Completety . : ‘ .
— Partly ) ’ —— Very easy to use ®
—— Not at ali B —_* Fairly easy

____ Fairly difficuit
)id you find this publication useful in your work? —— Very difficult

' " Other e
—— Often . . :
—— Sometimes : - Did you find this publication to Be free of discrimination
—— Sc'dom . : = or biased content towards racial; ethnic; cultural; handi- =~ _
—— Never . ) capped, and religious groups, or in terms of sex stereotyping?
Vhich section is most valuable? - Yes, without reservations
_ B _ —__ Yes, with reservations )
Jhat type of work do you do? . —— No 4
- ‘ — Other
p— C|assroom leacher h
— Consultant to classroom teachers - ) What is ybur mpresslon of the overall appearaﬂce of the
_—_ Schoo! admlmstrator . pubhcatlon (graphlc art; style, Eybé etc:)?
__ Other : s — N
: o Ekééiiéﬁi

fould you recommend this pubiication to a colleagoe? —— Good

— Fair )
—— Yes; witholit reservations ‘) — Poor
— Yes, wath reservations o .
— No )
— Other . ;

'hen this publicatior is revised, what changes would,you like to see made?

P U —

\ .

dditional comments. [Attach a sheet if you wish.)

2]
g
wt|

orm 581.2218
Q -

ERIC
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Thanks! )
- ———— — — — — ——— c— ___—;:jﬁ:h;'iiﬁgiii:_ — . — — ——— ¢
\ (==
° Nacastary
: : If Maiied
__inthe
) _United States -
BUSINESS REPLY MAIL . E——
FIRST CLASS PEFMIT NO. 168, SALEM, OREGON " RN .
- " POSTAGE WILL BE PAID BY ADDRESSEE =
-~ S
Publucatlons Sectlon —
Oregon Department of Edueathn —
Salem, Oregon 97310 —
- ]
¢ T
;____._.._..._._._._..._...._.__..._.._.;E:_;;ii.i’;i;:::;_;_______...__.__._..__..:
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